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introduction 


CATALfXll'K  is  writtrn  bfcatisc  there  is  mmpt'tition.  If  the  Central 
Husiness  College  were  the  only  schiK)l  in  Canada  th'-re  would  \k 
little  usf  lor  sucli  a  tMM)k  as  this.  I'e<.;)le  who  wantt.l  a  business 
education  would  have  no  choice  in  the  matter  of  a  school. 

But  there  are  other  schiMils,  and  there  is  need  of  making  a 
choice.  We  Mievc  that  thi-  man  who  is  alxnit  to  s|K'nd  the 
money  nenssary  to  put  a  tmy  or  girl  in  a  business  school  for  a 
year  is  anxious  for  reliable  information.  So  is  the  young  man  or 
woman  who  is  atM)Ut  to  jn-rsonally  make  a  choice.  That  is  the 
reason  for  this  catalogue. 

Not  that  we  have  any  cjuarrel  with  any  other  schcK)l,  large  or 
small.  In  iact  it  is  one  of  the  pleasant  features  of  busin'  is  college 
work  that,  largelv  speaking,  the  different  schools  are  to  day  on  the 
most  friendly  footing.  We  believe  thi.t  a  good  man  starting  a 
school  will  do  the  whole  profession  gmxl  because  he  will  do  honor 
to  the  cause  of  business  education.  A  [Kior  man,  while  he  hurts 
the  cause,  is  not  wo-'h  bothering  al«)ut,  as  he  stwm  runs  his  course. 
But  here  is  I'le  reader  with  several  catalogues  in  front  of  him. 
How  is  he  to  "iu'  •  a  choice  as  to  a  school?  It  is  his  position  that  we  have  ccmstantly  kept 
before  us.  Tha  is  why  v.c  have  gone  most  explicitly  itil"  what  the  Central  Business 
College  is  to  day  doing  and  has  in  the  past  d.me.  For  it  is  on  our  recc  d  that  we  must 
bejudg.'d.     A  tree  is  kno'    i  by  its  fruits  -always. 

All  that  we  ask  in  retjrn  is  to  be  placed  on  a  fair  fmiting  in  comparison.  Exi^rience 
has  taught  us  the  points  upt)n  which  prospective  students  are  pinne  to  make  inquiries. 
We  have  simply  tried  to  anticipate  their  cpiestions.  In  giving  answers  we  have  made  it  a 
point  to  give  facts  and  eschew  generalities.  If  we  ire  judged  on  a  comparison  of  facts  we 
will  be  satisfied 

'.Ve  believe,  for  instance,  that  our  detailed  statements  as  to  the  number  of  teachers 
employed  and  their  reco.ds,  accon.panied  by  their  photographs,  and  this  followed  by  a 
statement  from  our  register  as  to  the  number  of  students  enrolled  and  the  proportion  of 
students  to  each  teacher,  should  carry  more  weight  than  a  mere  broad  unsupported  state- 
ment that  we  give  plenty  of  help  to  our  r.tudents.  On  the  other  huid.  we  feel  that  the 
only  fair  way  to  compare  this  school  with  any  other  school,  on  the  matter  of  teaching 
strength,  is  on  a  production  of  the  f.-'cts  This  gives  both  the  small  school  and  the  large 
school  a  fair  chance.  A  school  with  40  students  and  2  teachers  is  giving  just  the  same 
attention  to  its  students  as  the  one  with  4<x)  students  and  20  teachers— provided  the 
teachers  are  equally  competent,  the  equipment  as  gcrod.  and  the  courses  as  well  planneil. 
This  is  argument  based  on  a  reasonable  basis.  On  the  other  hand  the  mere  statement 
that  a  small  school  must  give  better  attention  to  its  students  because  it  is  small  is  not 
argument  but  simply  talk  founded  on  nothing.  You  doubtless  catch  our  meaning.  Get 
the  facts,  the  records — always. 
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tion  <if  tlir  Biisiin 
was  open  to   I  lu- 


ll K  Ctntrul  »usini>s  Ci)IliKe  of  Toronto  was  tstublished  September 
1st.  IH'.I'J  The  old  reKister  shows  that  from  Sfptcinln-r  1st,  1802, 
to  StptcnilK-r  1st,  lH«»a.  only  153  students  were  enrolled,  some  of 
thetn  for  dav  courses  anil  some  for  night  courses. 

.Vt  the  end  of  fifteen  years  we  find  that,  judKing  hy  the  yearly 
enrollment  or  the  daily  attendance,  the  sihool  is  practically  ten 
times  the  si/,   it  was  at  the  end  of  the  first  year. 

There  is  the  histoiy  of  the  progress  of  the  school  in  figures 
that  can  be  easily  grasped  The  great  c|uesli(m  to  the  intending 
student  is:    Whv  has  this  school  made  this  record? 

Our  first  claim  to  patrcmage  was  ba'ed  on  the  record  of  the 
founder  of  the  schc«)l  in  other  fields  of  business  educati..n.  From 
the  first  vear  our  claim  has  ever  beei.  oased  on  the  work  done. 
This  has  i>een  of  a  two  fold  nature  Kirst.  to  give  a  good  course 
of  instruction  to  the  students  in  attendance  and  second,  to  so 
work  for  the  cause  of  business  education  that  it  would  receive  the 
recognition  in  the  commimity  that  it  deserves 

The  Central  Husim-ss  College  took  a  leading  part  in  the  forma- 
I'ducators'  .Association.  Previous  to  its  existence  the  business  college 
was  une„  ..,  ...v  ir  that  evervbodv  got  a  diploma  if  he  attended  long  enough.  Now. 
the  schools  c.mnecte.1  with  the  Association  send  candidates  up  to  a  perfectly  independent 
examinati.m  con.lucted  <m  exactly  the  sarie  Htus  as  those  laid  down  by  the  Department 
of  Education.  Successful  candidates  are  ^-Ivci:  ■.  le  diploma  of  the  Association,  not  of  the 
sch(K)l  they  have  attended.  Business  men  recognize  in  this  diploma  a  real  mark  of  mint. 
No  perscm  can  get  the  diploma  unless  he  has  earned  it. 

Our  School  next  turned  its  attention  to  those  of  more  mature  years  and  diflerent 
aspirations  A  large  l)odv  of  teachers  were  regularly  enrolled  for  courses.  Many  of  them 
desired  to  bee  .me  teachers  of  commercial  branches.  For  them  the  school  desired  a  course 
strong  enough  to  entitle  them  to  independent  recognition  The  course  for  teachers  was 
made  broad  enough  for  them  to  successfully  pass  the  Commercial  Specialists'  examination, 
as  provided  bv  the  Ontario  F.ducation  Department  for  commercial  teachers. 

There  was  a  time  when  the  idea  that  one  of  the  schools  of  our  educational  system 
could  learn  anvthing  from  a  business  college,  not  to  speak  of  getting  a  teacher  from 
such  a  college,  would  be  scoiTe.l  at.  lo  day  our  graduates  are  eagerly  sought  out. 
Those  who  wrote  on  the  Government  examination  this  year  were  all  cngagKl  before  the 
reports  of  the  examination  were  published. 

Then  again  it  was  found  that  man\  voting  men  going  out  into  business  were  anxious 
to  become  Chartered  Accountants.  Manv  of  them  had  to  be  reached  by  mail,  but  that 
diflicuHv  was  overcome  bv  the  establishing  of  mail  courses.  For  three  years  the  Central 
Business  College  has  had  the  proud  distinction  of  training  most  of  those  who  have  been 
admitted  to  the  degree  of  C.A.   (Chartered   Accountant)  by  the  Institute  of  Chartered 

Accountants.  , 

To  dav  a  student  who  enters  the  Central  Business  College  may  prepare  for  any  one  ot 
three  indepen<lent  and  recognized  cxaminatiims.  His  position  is  just  as  honorable,  and 
his  standing  just  as  assure^'  that  of  any  student  in  any  of  the  professional  schools  of 
which  Toronto  is  proud.  n  the  (luestion  of  a  school  giving  broad  or  siii.erior  courses 

is  brought  up,  the  Centra,  .s  willing  to  be  judged  by  a  comparison  of  standings  for  which 
the  schools  compared  arc  able  to  prepare  s.adents.     Get  the  records     always 
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Our  Staff 


\V.  H.  SHAW 

Prericlent  and  General  Manager. 


Author  of 


P.  McINTOSH 

Vice-President. 
Nineteen  yeani  exi«rience. 


E.   K.  SHAW 

Secretary -Treasurer. 

Three  vean,'  exi.rience  in  oSRce  work..    Thm.  yean«'  ex,.rience  in  school  woA. 
'"        '  '  Matriculation  BtandinB. 


L.  A.  CLAFFEY 

rrincilial  of  the  Shorthand  Depaitmcnt. 

Supen-isor  of  the  whole  course  of  in..tructuin. 

Sixteen  years"  exiierience  in  teachintl. 

First-class  certificate. 

C.  A.  NORMAN 

Principal  of  the  Commercial  Dejiartmi-nt 

.Advanced  Mathematics.  BookkeepinR.  Ra,nd  LalcuUtion, 

Writing  and  Eniili.4h_ 

Eleven  years'  exiierience  in  teachinij.     Three  in  accounting. 

First-class  certificate. 

J.   F.  FOSTER 

Shorthand  S,«ed.  Spelling.  English  and  Office  Routine. 

Ten  years'  expenence  in  teaching. 

Second-cla-ss  certificate. 


J.  M.  TRAN 

Intermediate  Shorthand.  Sl«lling.  Writing  and  English. 
Eleven  vears"  exlienence  in  teaching. 
Second-'cla-ss  professional  certificate. 


A.  M.   BEATTIE 

Supervisor  of  Students'  Model  Training  OHice 

First-clasf  professional  certificate,  Ontario  Normal  LoUege. 

Five  years'  exl-erience  in  teaching. 

D.  TOLIHARD 

AbsiaUnt  Sc  retar)-. 
Four  years'  exiericnce  in  actual  office  work  and  teaching. 

T.  J.  JOHNSTON 

Principal  of  the  Telegraphy  School. 

Despatcher  and  Oi«rator. 

Twenty-one  years'  experience  in  railroad  worlv 

Four  years'  exiierience  in  teaching. 

M.    HEALEY 

Commercial  Ojierator. 
Eight  years'  experience  m  d.N.W  .  olfices. 

F.  M.  LYALL 

Assistant  Commercial  Ojierator. 
One  year  in  the  O.  N.  W.  service. 


T.  TANTON 

Intermediate  Bookkeejiing,  Spelling.  Writing.  English 

and  Arithmetic. 

Sixteen  years'  experience  in  teaching. 

Second-class  professional  certificate. 


N.  t'ARTER 

Junior  Bookkeetnng.  Arithmetic.  Writing  and  English. 

Two  years'  expenence  in  teaching. 

Matriculation  standing. 


M.  CAMERON 


Bookkeeiiing.  Arithmetic.  Writing  and  English. 
Nine  years'  exiierience  in  teaching. 
Second-class  professional  certificate. 


Prii 
Five 


C.    GILI, 

rincipal  of  the  Tvi'ewriting  Department.       ^ 
years'  exiierience  in  business  and  four  years 
exiierience  in  teaching. 

M.  Mcdonald,  b.a. 

Junior  Shorthand.     Honor  graduate  of  Toronto  University 
Sl>ecialist  in  Motlems. 

O.  MUNSIE 

Junior  Shorthand.     Two  years'  experience  in  ..llicc  work. 
Onv  year's  expenence  in  teaching. 


W.   \V.  AUSTIN 

lunior  Bookkeeping.  Spelling,  Arithmetic  and  Writing. 

One  year's  experience  in  teaching. 

Second  class  certificate 

A.  M.   ROBINSON 

Junior  Shorthand.     Junior  Uaving  certificate 
Two  years  exiierience  in  teaching. 

E.  T.  SHOWLER 

Bookkeeping  and  Arithmetic, 

Intermediate  examination. 

I  nslitute  of  Chartered  .Accountants. 

W.   REDDU'K 

Junior  Bookkeeping  and  Arithmetic. 

Second  class  certificpte. 
Two  years'  exiierience  in  teaching. 

C.  W.  CHANT 

Correspondence  Deiiartment, 
Second. class  professional  certificate. 
Twelve  years'  exiierience  in  teaching, 

R,  W.   M.\GEE 

Sui^rvisor  Si«cial  Penmanship  Department, 

Engrossing.  Il.uminating,  Designing  and  Illustrating. 

First-class  certificate. 

Ten  years'  exiierience  in  teaching. 
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From  a  Group  Photograph  taken  Nov.  23,  1907 


T3be:Accommo6anott  >jl^ellrovl6ft  for  Our  Sluieuls 


^HE    following   sections,    from    the    regulations   of    the    Education 
^    Department  of  the  Province  of  Ontario,  deal  wUh  the  matter  of 
accommodation.  . 

■  Where  the  average  attendance  of  any  section  for  three  years 
exceeds  fiftv  pupils,  a  school  house  with  two  rooms  shall  be  pro_ 
vided.  Anadditional  room  and  teacher  shall  be  required  for  each 
additional  fiftv  pupils  in  average  attendance.  Every  school  shall 
afford  separate  entrances  with  covered  porches  and  smtabU  ■  loak 
rooms  for  bovs  and  girls."  .-    .  i     „, 

•  Everv  school  room  shall  contain  a  superficial  area  ot  at  least 
twelve  square  feet  and  a  cubic  content  of  at  least  2.50  feet  for 
each  pupil  in  average  attendance.  A  uniform  temperature  through^ 
out  the  room  of  at  least  sixty-eight  degrees  shall  be  maintained 
and  provision  made  for  a  complete  change  of  atmosphere  three 
times  everv  hour.  The  windows^both  sashes-shall  be  adjusted 
bv  weights  and  pullevs  and  provided  with  suitable  blinds.  Light, 
where  possible,  shall' be  admitted  from  the  left  of  the  pupils. 
While  a  business  school  is  not  under  government  supervision 
as  are  our  public  and  high  schools,  the  following  figures  will  show  how  well  we  live  up 
to  the  government  standard  in  supplying  good  surroundings  for  our  students. 

'3>lnunsloR*  of  Scljool  !>looms 
These  are  actual  school  rooms  and  do  not  include  offices,  hallways  or  lavatories. 

HEIGHT  Cf.  CDNTENTS 

15     .        .  .      4.5,67.5 
4,2.50 


ROOM   NO. 
1 


3 
4 

5 
6 

7 
8 
9 
10 


LENGTH 

.  .     X7     . 

2.5 
.  .     70 

.  .  82 
30 
14 

.  .     58 

.  .     28 

..     58 

24 


WIDTH 

.35 
17 
32 
17 
20 
14 
18 
.  16 
22 
16 


ARE.\ 

3045 
425 

2240 

1394 
600 
lil6 

1044 
448 

1276 
384 


10  . 

10  22,4(K) 

12  16,728 

12  7.200 

12  2,3.52 

10  10.440 

1(1  4,480 

12  1.5,312 

10  3,840 

132,677 


11,0.52 

ytar  1906-I90r 

Average  dailv  attendance  in  day  school  for  year  1906  1907...    .  284 

Superficial  area  for  each  pupil  in  average  attendance  in  day  school  39  sq.  f  . 

Cubic  content  for  each  pupil  in  average  attendance  in  day  school  4b    cu.  It. 

Largest  number  of  students  entitled  to  seats  on  any  one  day.^  411 

Superficial  area  for  each  student  in  day  school  at  time  of  argest  attendance  27  sq  - 
Cubic  content  for  each  student  in  day  s.hool  at  time  of  largest  attendance.  323  cu.  ft. 
In  other  words,  our  rooms  provide  in  area  and  cubic  content  far  better  accommodation 

than  that  demanded  bv  government  regulation.     This  is  true  even  when  our  attendance 
each  s  the  maximum.-    Our  rooms  are  steam  heated  and  well  lighted.     11.  building  is 

open  on  three  sules  to  light  and  air.     We  have  a  resident  janitor  who  devotes  his  whole 

auention  to  our  school  rooms.     Our  patrons  are  assured  of  clean,  comfortable,  and  sanitary 

surroundings. 


^Ik  School 

Forum  Building.  Vonge  and  Gcrrard  Streets 


We  occupy  two  floors  of 
this  building  with  offices 
on  the  ground  floor. 


m,mM 


(Tourses  of  51u6y 


Icoftlna  to  t\ft  "diploma  of  tl)« 
»u»lius»TE6ttco»or»'  t\»»ocU»lloB  of  (tanoia 


Bookkeeping 
Business  Practice 
Office  Routine 
Business  Writing 
Correspontience 


Typewriting 
Office  Routine 
Manifolding 
Mimeographing 
Letter  Copying 


BfSINESS  Col'RSE. 

Business  Arithmetic 
Rup'd  Calculation 
Spelling 

Commercial    .aw 
Plain  English 


Loose  Leaf  Systems 
Bill  and  Charge  Systems 
Card  Systems 
Filing  Systems 
Follow-Up  Systems 


Shorthand  Coirse. 
Shorthand  (Isaac  Pitman  Short  Course.) 

Manifold  Billing  Business  W , ;  ling 

Rapid  Calculation  Spelling 

Filing  Punctuation 

Indexing  Correspondence 
Plain  English 


2  ItoMna  »o  k^«  tt»t»  f  r*»crlk«6  by 
(C.-p.  yi.  aii6  ®.  C  :«..  for  5\allwar  Operotor. 

Teleoraphy  Cii.RSE. 

Railway  operating  Train  ^  J^^St^  ^^ 

^°-::;:ThLr::^ate  tC;^^..  .gue,  which  wi.  he  mailed  on  request.) 

3  T^l«a  lo  tb*  iMt  pr..crlb.ft  bj  «,»  Ontario  T).partnuu.  of 

-t6ucaHoii  for  Comnwrclal  S|i«cUiU»t» 

Commercial  Specialists  Coirse. 

„     ■  ,  HJctrvrv  of  Commerce  and  Transportation    Auditing 

Theoretical  Bookkeeping         History  ol  Commerce  an  i~  Economics 

4  -leaMna  to  ll,.  T>.9rM  of  <L.^..  «»  arant.6  un6.r  autborlt?  bj  «,. 

"Institute  of  (tlH«rt»rti  '::\ccountant» 

Chartered  Accountants  Coirse. 

Bookkeeping  and  Accounts  Auditing 

.  .     ^'  \ccounting  Svstems 

Business  Investigations  Accoumi  s    . 

Municipal  Accounting 
Statute  Law 
Insurance.  Municipal,  Executors  ar..  Trustees. 
We  have  separate  catalogues,  dealing  with  this  course,  which  will  be  mailed  on  request. 


smm 


yiaUs  of  Bullion 


icgraphy.   and   Commercip.l    Specialist 

od  by  students  in  attendance       ring 

rate    of   tuition,   tht      jre, 


$<K)net. 
.  SO  net. 
.   50  net. 


HE   Bi    iness,  Shorthand, 
courses  are  ordinarily  pn 
our  regular  dailv  sessions,     '.'he  one 

applies  to  all  of  them.  Special  arrangements  have  to  be  made 
for  those  'aking  the  C.  A.  course  according  to  the  -vay  in  which 
they  inteno  to   follow   the   work. 

The  following  rates  entitle  a  student  to  day  school  tuition  m 
all  Business,  Shorthand,  Telegraphy,  or  Commercial  Specialist 
studies  included  in  our  curriculum. 

yiaXzs  of  Cttlllon 

Term  of  12  months,  fees  are 

Term  of  10  months,  fees  are 

Term  of    6  months,  fees  are 

Payable  Quarterly. 

First  term  of  3  mo..ths,  fee  is $30  net. 

Second  term  of  3  months,  fee  is  28  net. 

Other  terms  of  3  months,  fee  is 25  each,  net. 

Payable  Montidv. 

For  first  3  months  the  rate  is $12  iKr  month,  net. 

For  second  3  months  the  rate  is U  per  moi.'h,  net. 

For  all  additional  time  the  rate  is  10  per  month,  net. 

These  fees  f.ititle  the  student  to  tuition  in  any  or  all  subjects,  no  matter  how  many 
are  taken,  or  f  om  what  diiTerent  departments  they  may  be  taken. 

^ooks  anb  Stahon«r? 

C<  MMERCIAL    DF.PA'.ITMENT. 

Junior  and  Intermediate  Supplies,  including  texts  'or  whole  course 

as  per  printed  price  list 
Senior  Supplies 

SHORTHAND   DEPARTMENI . 

$6.5U 


$7.75 
3  95 


$1.,")0 


SHORTHAND   DEPARTMENT 

Complete  Supplies,  as  per  printed  price  list 

TELEGRAPHY   COIRSE. 

Complete  Supplies,  as  per  printed  price  list 
Toose  Suff lies 
After  the  first  supply  of  pens,  ink,  pencils,  note  books,  e  ...  is  exhr-usted,  additional 
supplies  may  be  obtained  at  College  Stationery  Room,  and  ire  to  be  paid  for  only  as  used. 

(Cost  of  ^oar6 

This  expenditure  will  be  governed  largely  by  the  loci.iion  of  the  place  selected,  and 
rtill  -iry  from  $3.00  to  «3.50  per  week  for  board  and  room. 

Te»llmale  of  Botal  <Eo«t 

SIX  MONTHS'  COVRSE.  THREE  MO.NTHS' 

-^uit-on  for  6  months $50  00  Tuition  for  3  months. 

Books  a.id  Stationery 1 1  -  70  Hooks  and  Stationery 

Board  for  26  weeks 91  00 


COIRSE. 

$30.00 

7.75 

Board  for  13  weeks 45 .00 


Incide-    lis   6.00 


Incidentals. 


Total $158  70 


Total . 


3.00 


$85.75 


w^^^mi.  * 


1lii6lvl6ual  Uttslrucllon 


—-VHE  leachcrs-vvho  are  they  ?      How  many         them  are  there  ? 
""^What   help  do   I    get  ?      These   are  all   big   questions    w.th   the 

intending  student.  u  .    .i.« 

Thnt  a  perfectly  clear  ider,  may  be  obtained  of  what  the 
Central  Business  College  does  in  the  way  of  providing  compet'.at 
teachers  for  its  students,  we  submit  herewith  an  actual  state- 
mert  from  our  roll  call  slips  as  to  the  number  of  students  present 
during  two  different  .nonths  of  the  year.  We  also  subm.t  the 
names  and  <iualificati<ms  of  the  teachers  at  work. 

That  those  who  are  interested  may  examine  these  records  ,n 
I  a  clear  light  we  mav  be  permitted  to  set  forth  the  following  facts  ; 
\         1     \  business  college   does   not   carry   an    even    attendance 
^during  the  vear  as  a  public  or  high  school  may.     Students  enter 
at  anv  time  and  leave  at  any  time,  as  their  terms  end. 

•>  September  is  the  opening  of  the  .all  term  and  necessarily 
the  a"ttendance  is  at  its  lowest  point.  (Some  schools  run  during 
the  summer  months  and  their  attendance  is  lighter  in  July  and 
August,  but  for  the  ordinary  school  September,  the  opening  month, 
is  the  lightest.)  ..    .  •  u   .. 

3.  The  attendance  generally  increases  from  Septeir'.ei  on  until  it  reaches  its  highest 

point  in  Februarv.  .     o     .      k„, 

4     V  larger  staff  is  therefore  i  vcded  in  February  than  in  September. 
Th  I  f4ts  are  true  of  any  business  college,  and  are  not  peculiar  to  -di  K.ns  in    he 
Central  Business  College  alone.     Thev  will  explain  changes  m  the  personnel  o.  the  staff 
anH  variations  in  the  number  of  students. 

Now  It  us  xamine  the  figures.  Luring  the  lightest  month  of  the  year  our  actua 
daih  am-ndance  averaged  1 4  students  to  a  teacher.  During  the  heaviest  month  it  averuged 
'"Lden"s  to  a  teacher.  Turning  to  page  S  we  fin.l  in  the  government  regulations  con- 
cernine  public  schools  that  M)  slu.lenls  to  a  teacher  is  a  lair  average. 

et   us  next   examine   the  list   of  teachers.     While  a  business  college  is  no      unde 

government  r-gulalion  and  nuiv  choose  its  teachers  as  it  pleases,  the  reader  will  notice 

the  majoritv  of  our  teachers  are  thoroughlv  Mualified  under  the  -S^^'--;  ^-^^^ 

Education  Department.     If  actual  teaching  certificate  is  not  required,  as  ,n  the  case  o 

!; W"   tea'hers,  for  example,  we  have  made  it  a  point  to  get  teachers  of  excellent 

'"''^e'.:ra;rclv  brought  t,.  the  notice  of  the  reader  a  photographic  group  of  our 
teach  rs  \Vehav  never  ssued  a  catalogue  iu  which  we  have  not  done  the  same  thing, 
r^c  ed  w  th  this  picture  we  have  given  a  list  of  the  names  of  the  teachers  -^P^^^ 
a  r^ord  of  their  experience,  and  an  idea  of  their  fitness  for  the  positions  which  they  hold. 
Vc  bi V  th  s  matter  of  teaching  strength  is  of  most  vital  importance  to  the  m^ 

lending  student,  and  we  have  therefore  spared  no  effort  to  give  the  very  best  idea  possible 
nf  who  the  li  II  hers  iu  our  scliool  are.  . 

«ear  ■  d  that  these  figures  are  authentic.      Roll  is  called  twice  a  day  with  tis, 

and    h  "e  ^  are  obtained  bv  reviewing  the  files  of  roll-call  slips.     They  are  open  to 

inspect  on   .  anv  time,  and  so  are  our  class  rooms.      If  ima:;ination  were  to  be  our  gmde 
rSht  ;lsily  say  that  we  had  one  teacher  to  every  student.     But  we  have  gone  to  our 

""'whenevc^'tlK- question  of  individual  instruct  on  comes  up,  get  the  figures  in  preference 
to  mere  generalities. 


February,  1907 
S   «   7   8   11  12  13  14  ".18  19  20  21  22  25  26 


28 


!™i"rii;«  1  348  3S7  382  3fl5  36B  354  346  347  342  348  347  349  349  356  359  350  347  353  347  340 

roll       1 .__  _  

16  16  16  16  16  16  16  16  16  16  16  16  16  16  16  16  16  16  16  16 


l„i 
3ni  J 


Teachers 
actually  ' 
■choolroom 

^t^dS^   I   22  .>2  23  23  22  22  22  21  22  22  22  23  22  22  22  22  22  22  22  21 

per  teacher   )  _         .        _  

AveraTe  for  the  month — 2L' 


p. 

McIntosh    .     . 

L. 

A.  Claffky 

E. 

Warnkr 

C. 

A.  Norman 

J- 

F.  Foster    .     . 

J- 

M.  Tran       .     . 

T. 

Tanton   .     . 

r>. 

Mallory      .     . 

M 

F.  Cameron    . 

R 

McGregor  .     . 

M 

L.  Henderson 

C. 

Gill    .     .     .     . 

M 

A.  Tree      .     . 

A 

M.  Beattie 

T 

J.  Johnston 

A 

M.  Brown  .     . 

^tach*r*  vc-tuallf  In  sc^olroom  Tftbruarj ,  190? 

(These  '\n  not  .  'elude  the  President  Secretary  or  Oflice  Assistants.) 

10  years'  experience.     Author  of  "  Biiokkceping  by  Single  and  Double  Entry" 
and  "  Figu'e  Reading,  or  Rapidity  in  the  Simple  R'iles." 

It)  years'  exiwrience.     First-class  t'ertificate. 

12  years'  .'xpcricnce,  and  author  of  "  Business    Letter  Writing   and    Folluw-Up 

Systems.  ' 
14  years'  exjierience.     First-class  Professional!  Certificate. 

10  years'  cxperi-  .ice.     Second-class  Certificate. 

1 1  years'  experience.     Second-class  Professional  Certificate. 
10  vcars'  exp-rience.     Second-cla,ss  Professional  Certificate. 
8  years'  exix.'rience.     ^'    '-class  Professional  Certificate,  I'ommercial  Siwiialist. 
ii  years'  exiwrience.     Second-class  Professional  Certificate. 
3  years'  experience.     Second-class  Certificate. 

3  years'  extier..  ice  in  public  school    teaching,   two  years  business  co.lege  work. 
.')  years'  exp         cc  in  office  work,  4  years  in  teiching. 
Matriculatio  ;  standing.     First  year  with  us. 

5  years'  experience  in  teaching.     First-class  Professional  Certificate. 
21   years'  experience  in  railroad  work,  4  years  in  teaching. 
8  years'  experience  in  commercial  offices.  3  years'  experience  in  teaching. 


StudenU 

answering 

roll 


Tall;  '^tUn&ancft 

September,  1907 

4   5   6   9   10   11 12   13   16   17   18  19   '2(1   23   24   25   26 ^27 

133  1.33  147  174  15)3  18:  189  185  208  206  211  215  213  220  224  222  224  223 


Ie\uX"in  !   14   14   14   14   14   14   14   14   14   14   14   11   14   14   14   14   14   14 

schoolroom    ) 


*;d^      I      10      10      11      13      13      13      14      13      15      15      15      15      15      :6      16      16      16      16 

per  teacher  J  

Average  for  the  month — 14. 

The  entire  sUff  as  it  was  during  the  fall  term  ia  depicted  on  pages  6  and  7. 


'Jndlvldual  Undlrucllon 


TUFRE  is  another   sidi-   to  this  iiiatler  of  individual  instruction. 
\Vc  once  heard  a  business  eollexe  man  say  :     'There  is  no  use 
in  havins  anv  particular  plan  of  teaching  students  to  write,    T  he 
main  thing  is  to  get  them  to  write."      .\nd  yet  that  same  man 
made  a  great  feature  of  individual  instruction  m  his  school. 
To  our   mind   individual   instruction   means   that    two   indi- 
viduals should   know   from   the  outset   the   complete   plan   upon 
which  anv  subject  is  developed.     One  of  these  individuals  is  the 
teacher,  the  other  is  the  student.      Take  this  "no  phm"  method 
of  teaching  wriling.  for  example.      The  teacher  sets  a  copy  to- 
day   the  student   knows  m)thing  of  what   is  coming  to  morrow. 
He  has  n<me  of  the  encouragement  of  seeing  his  handwriting  grow 
to  perfecti.m  under  a  well  devised   plan.      If  some  slight  indisix) 
sition  should  keep  tl..  student  at  home  for  a  day,  he  is  helpless. 
The  idea  of  what   to   do   next   is   locked   up   with    the   teacher. 
Hy  our  plan  an  ordinary  student  from  the  second  day  he  is 
with  us  has  a  clear  conception  of  the  «  irking  plan  of  each  sub- 
.,-^,^  ject    sufTicient  to  enable  him  to  see  for  da    i  ahead  the  order  of  the 

work  that  will  be  taken.'  We  have  actually  known  cases  of  students,  being  unable  to  come 
to  scl>....l.  to  cmtinue  their  work  for  a  week  at  home.  It  is  true  they  brought  up  a  great 
deal  of  work  for  checking  when  they  returned,  but  they  had  practically  lost  no  time^ 

It  is  when  we  come  to  <liscuss  features  like  this  that  our  readers  begin  to  get  some 
inkling  of  what  has  made  this  school  the  place  that  it  is.  Teachers  here  are  not  working 
like  s^  many  day  laborers  from  dav  to  dav.  They  are  giving  the  benefit  of  a  mature 
experience  to  the  perfecting  of  plans  of  study.  .,...■  •    ,    ,i„„.,rt 

It  will  also  be  borne  in  mind  that  our  teachers  are  specialists  in  thc^r  various  depart- 
ments. Those  who  are  charged  with  the  duty  of  teaching  shorthand,  Or  example,  have 
nothing  to  do  with  the  affairs  of  the  Commerci.  '  Department,  or  of  the  (MTice.  Those 
who  are  engaged  in  the  Commercial  Department  ...ave  nothing  t.,  do  with  the  t^'^'-h-ng  of 
Shorthand.  The  teachers  are  thus  brought  into  the  closest  possible  contact  with  the 
students  under  their  care.  They  know  their  stnmg  points  and  their  weak  points.  They 
can  svmpathize  with  them  in  their  .lifficulties  not  only  because  of  their  thorough  k-.iowledge 
of  the  subject,  but  because  of  their  close  personal  daily  association  with  them. 

The  unit  in  our  svstem  is  the  student,  not  the  class.  The  utmost  care  is  taken  not 
to  lose  sight  of  the  student  for  a  moment.  On  the  floor  of  the  schoolroom  as  we  have 
shown,  we  have  plenty  of  teachers  to  look  after  him.  Their  instructmn  is  that  kmd  that 
takes  the  teacher  to  a  seat  right  beside  the  student.  ,    .  .u      .  ,^  „, 

Then  we  plan  to  get  the  verv  most  out  of  every  minute  of  the  time  that  the  student 
is  here  He  has  a  definite  time  table  for  his  day  work.  Periods  are  marked  by  the  ringing 
of  electric  bells  from  the  clock  every  half  hour.  Changes  of  work  are  made  quickly  and 
systematically.     We  also  give  the  student  a  home  study  plan.     He  can  work  just  as  well 

at  home  as  in  school.  , 

These  few  facts  will  serve  to  show  to  intending  students  that  in  placing  themsehts 
in  our  hands  thev  get  the  fruits  of  fifteen  yea.s'  thought  along  this  line  of  individual  in- 
struction Too  often  students  run  away  with  the  idea  that  individual  instruction  simply 
means  a  few  students  in  a  small  school,  forgetting  the  fact  that  the  very  reason  the  Central 
Business  College  is  a  large  school  is  that  besides  giving  a  fair  proportion  of  teachers  to 
its  students  it  has  given  the  best  teachers,  working  under  a  perfect  system  of  planning 
and  checking  students'  work. 


aal 


Th«  Central  Builnst*  Colltf*  ot  Toronto,  Limited. 
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RECORD  CARDS 
FRONT  VIEW 


'5 


':\  SquariTDettl  for  ll)«llar«nt 


Hu  has  a  risht  to  know  how  tht-  stmk-nt  is  taking  aclvantage  of 
his  opportunitv. 

(>ur  rccor.l  cards  have  l.cin  shown.      It  is  our  plan  to  notily 

the  parent  of  the  existence  of  the  card  that  is  in  the  hands  ol  the 

student       It  mav  be  inspected  by  the  parent  every  niKhl  it  the 

student  is  living  at  home,  or  as  often  as  the  parent  wishes  it  sent 

to  him  if  the  student  is  awav  from  home.      The  face  of  the  card 

is  a  complete  reix.rt  of  progress,  showing  the  am..unt  of  work  to 

be  done  the  amount  that  has  been  d.me.  and  the  rate  ol  progress 

as   compared    with  the  average.      The  back  of  the  card  shows  a 

nrord  of  the  attendance,  and  also  gives  the  personal  opinions  of 

ll,e  different  teachers  as  to  the  chari-ter  of  work  and  c.mduct. 

The  whole  card  constitutes  a  daily  report  of  progress. 

M   the  end  of  everv   month   we  make  a  sunmary  of  this  record     and    mail  it  to 

the  parent       It   is   thus   impossible   under  our  sy.tem  for  a  parent  to  be  kept  m  -l.mbt 

for  a  dav  as  to  how  his  money  is  being  spent. 

It  has  been  said  that  every  report  from  a  private  school  is  a  favorable  re,K,rt.  1  hat 
cannot  be'  said  of  reports  from  the  Central  Business  College.  Much  as  we  would  Uke 
to  have  t  so  the  reports  cannot  always  be  flattering.  If  the  student  is  absent  from 
■•s  place  indHerent  about  his  progress,  or  guiltv  of  any  misconduct,  'he  fact^vdl  be 
enorted  accor.linglv.  No  consideration  of  possible  fees  that  may  accrue  Ir.m,  keeping 
he  parent  In  ignorance  of  such  a  condition  of  affairs  will  keep  the  proper  re,«rt  from 
go  ng  om  Adl"  rse  reports  are  never  a  pleasure  to  us  and  very  ..ften  thev  hurt  at  lumie 
bu^  n  the  end  we  believe  that  the  report  that  is  in  strict  accord  with  the  facts  .s  t^^onl^ 
fair  and  business-like  one.  Of  the  twenty  four  teachers  who  are  on  our  ^'"ff'  '  "^^^ 
he'ads  of  families.  We  feel  therefore  that  our  school  is  keenly  alive  to  the  duty  that  it 
owes  to  the  nirent  in  this  matter  of  reports.  .  ,  ■    f  , 

Vurthermore,  it  is  our  custom  to  provide  each  student  with  a  working  time  table  for 
home  studv.      The  average  bov  or  girl  who  reaches  an  age  to  justi.v  being  sent  to    a 
school  of  this  kind  is  able  to  stand  home  work,  and  is  expecte<l  by  the  parent  to  use  his 
vel^s  in  home  studv.     If  we  get  no  word  to  the  contrary  when  the  student  is  regis- 
ered  we  expect  that  this  home  study  will  be  carried  on  throughout  the  entire  term. 

We  feel  also  that  we  owe  i.  to  the  parent  to  sev  that  every  influence  is  thrown  about 
the  student  in  order  that  the  product  of  our  hands  shall  be  a  good  business  man  or  woman 
TOs  sch<K,l  has  on  more  than  one  occasion  been  aptly  called  the  system  school  Ks-.r. 
detail  of  a  daVs  proceedings  is  ordered  on  a  well  thought  out  plan  of  procedure.  The 
result  is  that  students  get  more  than  a  mere  measure  of  instruction  in  bookkeeping,  arith- 
met^  shorthand,  or  whatever  subjects  may  be  taken.  We  inculcate  the  business  habit. 
We  allow-  no  tardiness.  Being  late  is  a  thing  that  went  out  of  fashion  in  this  schoo  years 
ago.  Students  are  taught  to  see  that  every  minute  of  the  day  is  ^  -^^^^^  "•"  '  ,^.,^. 
The  best  reward  that  we  have  received  for  our  effo-ts  along  this  line  is  the  dad> 
registration  of  the  sons  and  daughters  of  the  foremost  busin..s  men  of  loronto.  1  hex 
Tre  pleased  to  inform  us  that  it  is  this  feature  of  business  system  which  is  laigeh  the 
means  of  leading  them  to  entrust  their  young  people  to  us. 
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loM  ooiri  TO  HTUinta  or  shortbaih  dkpartwit 

Tfc«  foll-^iof  ortor  of  work  l«  to  b*  obttrr«4  *T  all  atuiait* 

taklnc  th*  Sti-trtbAOd  oonra*:- 

1         FAOti  ■tadont   Li  to  b«  pro*l«t4  with  two  Short haii^  let* 
Bookn.  to  Im  itwpofl  Bid  known  »•  u  "fcorcli*  Book"  sni  •  "Mtlaw  look* 
jTtMrl  lot«  Book  for  ol»»«  ■«*  n"«»»l  pr«otlo«  wmt  tliti  b«  yrovKwC 


"lavtruator"  m  bo  adftMH 
mat  W  wrltt*^  aMtly 


lliiMK 

STUDY 
fLANS 


S  EMb  anoooofllBf  ItnrelM  of  tha 
tn  bli  oouno,  oonMBSlng  wltb  Kb.  Io.  1, 
■tta  TlJM«"  in  hti   "Kwrotoo   Book- 

3.  BavlBff  ■QOQoatfnlly  p««*afl  Euulnatioo  Io.    I,  wftioh  ••rrlM 
tb*  ■tudont  tc  tho  and  of  Rwroiao  Bo,    19  of  tha  "InatrwaM*',  tba 
work  of  *Ra»l«w"  bacin*.      R»oh  Exarolsa  btjinnlnf  alth  Ik.    Io.    «  of 
tba    Inatmotor.  wnat  now  ba  wrlttan  naatlj   "Ftfa  Tl«««"   In  bt»  "Rrrliw 
Book",  at  tba  auw  tlwa  Oftrryinc  o"  tba  ragBlar  wor>  of  tha  aUM  •> 
oatllDBd  abov*.   la  his  'tsarola*  Book" 

4.  "Biarolaa-  and   "Ravlaw  Booka"  amat  ba  ra(ttlu*ly  praaaatad 
•ft*r  tha  oomplttlon  of  a»oh   EiaroHa.    for   Inapaotton  aafl   atutplnc- 
lota  partlfluiarly  that  only  olaaa,  n*»t .   oarafBlly-wrlttan  Ptarolaaa 
will  ba  Moaptad       SloTanly,  oaralaaa  work  in  raittad  not*  bnoka  wnat 
ba  ra-wrlttau.     fo  othar  wattar  •ball  appav  la  thawa  hooka  f.-aa  tb* 
barala««  ■>*  ahova  a^t  forth,  ia  racalar  ordar 

.      ^«p  ntaroiaaa  ■«•«  W  «oapl«t«  to  dat*  of 
t  «hloh  th*  stndvnt  It  a  Caadldat*. 

'B*ralB*a-  and  "Ravlow  Booka",  with  aaa*  of  ataiaat 
pla  *-taa  on  aaeb.  mat  b*  praivntad  oa  data  of  taaMlaatloBa.  aot 

latar  ..iWi  9.30  A.  H. .  whatbar  raplarly  atipad  or  not  praTloualy 
MOOBparlad  by  atviaat'a  "Ilaaord  Card-. 

T.       Io  atndant  will  b*  *ll«lhla  to  wrlta  oa 
bat  not  ftlthfttJly  obaarr*d  tha  abara  raiFBlatlaai 

a.        bawM  will  not  tiM  tha  pla>        '    -<ork  mflalahad  or 
vrlttan  In  a  alOTanly  Maaar:  don't.  th»  »'v«.  WMta  tlM  la 
■anafaotarlnf  thaw. 
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la.  1.  bt.     1  to  19  iBOlatlft 

la.   2.     "       CO  to  36  * 

la.  a.      ■       8*  to  4T 

■a.  4.     *       4fl  to  ftS 

la.  S.llntanaadlttal   en4  of  Pact  US 


ft  to  19  Inolulvt 
80  to  86 
86  to  4? 
48  to  ftS 


-^*»«B??. 


H.    Mll«W. 

PMtKinrMr 


H.  MoiNTonn. 

Vita-f 


K.   n.  MHAW. 


CENTHAL  IirSINKMS  COIJ.K(iK 

IIP  T<>KU>'I'<I.    l.iMiraii 
VONtiK     A.Ntj    '     I    KHAWU    KTH. 


STUDKNT'S   MONTHLY   IlKPORT 

CUMMKHCIAL    DBPARTMBMT 


Toronto.  (Irit  . 


..IMl... 


Ti>firt  a^  follows  on  t!ic  |irinirt'>'«  ut 


Numticr  of  ntL-ticms  fomplrtcil  uiil  ut  Ihr  V)  that  niark 
I'oursf  in  n4Jokkr«'|iinK 

Nmntjfr  of  sritinns  (.omiilrtnt  out  ui  the   M>  th:;t  mark 
cournf  in  Arithim-tu' 

NumJ*r  of  witions  tomplptcl  o*it  of  tht-  4ii  that  mark 
course  in  Cnrrrsponitente 

Last  mark  ohtatned  in  Kapi'l  Caliulatioii 

I.«at  mark  obtained  in  Sii-llinii 

l.a»i  mark  obtained  in  Wntim;     - 

Numljer  of  half  days  !<jst  durinti  the  month 

General  remarks  as  to 

Character  of  work        

Con.luct    - -• 


imr  iompU'te 
inir  lomplete 
f.iir  complete 


Explanation' 

Out  course  in  Rot-nkeepina  con^^ists  of  4*1  '*ertinns  V  each  -ieition  in  Book- 
keeping IS  handed  in  for  audit,  we  rf  Tuirc  at  least  one  section  in  Anthmetic  an^l 
Correspondence.  More  may  1«  done  if  ilesired.  i;.\erei>t-s  are  Kiven  every  'lay 
in  Rapid  Caleulation.  SjiellinK  and  Penmanship  PerccntaKea  are  retonied  in  a 
reK'ster,  Every  time  we  credit  i  student  with  a  section  in  Bookkeepinn  done  we 
credit  him  with  the  last  iiay'>:  jwrcentane  in  the-^e  other  snl^fcts. 

Roll  is  called  twice  a  day.      Every  half  dav  lost  is  recorded. 


MOSTHI.Y  REPORT 
The  parent  or  i(uar.fian  j^ets  a  munihly  repnrt  of  prof^ress. 


BPr^^^^^^ 


w,  m.  nnAMT, 


r.   MrlM-rcMUI. 


Till 

CENTRAL  BUSINESS  COLLEGE 

or  TOHONT*),  I.iMiTun 
yONUB    ANIt  fir:HHAHU  STM. 


STUDENT'S    MONTHLY    REPOKT 

ftllOIITHA?<D    DSrARTMBNT 


Toronto.  On*  . 

We  l*g  Utive  to  rriKjrt  oa  fuUows  uii  the  prowrffw  ot 

M 

NumUr  of  section*  com^Wle*!  niit  of  the  5  that  mark  t 

Theory 
Laat  Examinatiim  trir'l  in  Theory.     No. 


Pbm  Mark   7^ 


Mark  taken 
Last  ijieed  tot  >      ■horthami  shows  rate  in  worili  i-er  minute 

Numlier  of  nections  fomi>Ietc.l  mil  of  the  .'»  (hat  mark  our  complete 

course  in  LetttT  WrilinK         •  ■ 

Last  monthly  tesi  in  Si«*lIinK  »hl»rs  a  mark  of  .  .  - 

I,a«t  mark  take.,  in  Writirw  ...-■■ 

I,a«t  hufllBet  .(.mplete'l  out  of  the  ;!l  that  mark  our  complete  course 

in  T >  i-vwiitinB 
I-ast  at^r.l  teat  in  TypewritinR  show^  a  rate  in  wonts  i>er  minute 
Deductinfi  1     for  each  error,  this  ih  worth 

Numl#r  of  half  days  lost  ilurinK  the  month  .  .  -  - 

Genernl  remarks  as  to: 

Character  of  work 

Contiuct ~ ' 

Explanation: 


The  stu'ly  of  Shorthan<l  involves  two  processcH. 
1st       I^aminfi  forms  or  outhnes  which  represent  sounds, 
'ind     1-raminK  to  use  these  forms  in  writina  from  <ticU*ion, 

The  tir^t  l.art  of  the  work  we  call  Theory.  This  we  divide  into  r,  sections. 
At  the  end  of  each  iwction  we  give  a  test.     The  Pass  Mark  is  ..>    . 

When  the  student  passes  the  first  Theory  t^M  we  commence  giviilt'  •^'  "ed  tests 

When  the  stu.ient  has  i>assed  the  five  Theory  tests  an.l  can  -vrit.-  I  0  words 
per  minute,  and  has  sjient  at  least  a  month  m  our  practical  >feed  dcp'^rtnicrt  and 
moilel  offices,  he  is  eliKible  to  writ'.-  on  his  diploma  examination. 

In  the  TyT>ewritinK  course  there  are  21  hmlKets  or  lessonn.  coveritiK  tlif  course 
in  leamiuK  to  use  and  care  for  the  machine  and  put  up  matter  on  jt.         ..:^re  are 
also  sjteed  tests.     A  student  should  lie  able  to  write  at  least  40  words  a  r.   nute, 
iTherc  are  five  sectiot.s  in  the  complete  course  in  Letter  Wrilinit, 


MONTHLY  REPORT 
The  parent  or  j^uardian  gets  a  monthly  report  •/  proj^ress. 


Wjl^ 


Bl)e  !^u5lne5snE6ucator5"^550clalloii  of  Caiitt6a 

"ZI^HE  Business  Educators'  Association  is  just  as  natural  in  its  exis- 

^^  tence  as  are  the  various  associations  of  those  who  practice  law. 

medicine,  pharnuicv   or  dentistry.      We   find  in  the    Association 

an  expression  of  the  idea   that  business   educators  should  be  in 

the  true  sense  of  the  word  professional  men. 

The  Association  is  now  twelve  years  old.  It  has  done  much 
to  gi'c  business  education  the  standing  that  it  should  have  in 
Canada.  All  Canadian  schools  of  business  or  shorthand  are 
eliRible  for  membership  provided  they  can  satisfy  the  Association 
as  to  equipment  and  work  done.  Having  once  become  a  member 
of  the  Association,  a  school  is  expected  to  show  proficiency  from 
year  to  vear  by  results  in  examinations. 

It  is  these  examinations  which  very  much  interest  any 
student  who  is  going  in  for  a  course  in  business  or  shorthand. 
It  is  the  natural  desire  of  any  young  man  or  woman  to  get  some 
definite  token  of  ability  when  a  course  is  completed.  We  know 
how  much  the  university  graduate  values  his  parchment.     It  is 

so  with  the  lawyer,  the  doctor,  the  minister,  or  the  dentist.     It 

is  just  as  much  an  aspiration  of  the  business  college  student.  Before  the  time  of  the 
Association,  the  diploma  of  the  ordinary  business  college  was  open  to  the  objection  that 
it  was  issued  bv  the  scluu.l  in  which  the  student  had  been  in  attendance,  and  therefore 
open  to  question  as  to  its  reliabilitv.  In  fact,  it  uas  often  said  that  the  business  college 
diploma  was  worth  m  ■  'ling.  as  anybody  could  get  one  if  he  remained  in  attendance  long 
enough  and  paid  the  price. 

The  Association  has  relieved  schools  in  afliliation  with  it  of  this  slur.  It  sets  an 
entirely  independent  examination,  to  which  all  affdiated  schools  are  entitled  to  send  candi- 
dates. '  Candidates  write  under  a  n  -Miber  instead  of  using  a  name.  All  papers  when 
completed  are  placed  in  an  envelope,  bv  the  candidate,  and  sealed  These  papers  are 
forwarded  to  the  registrar,  who  is  an  olllcia!  liaving  no  connection  with  business  college 
work.  Bv  the  registrar  the  different  papers  are  handed  over  to  the  examiners  appointed 
for  the  same.  The  examiners  read  the  pajwrs  and  mark  them.  Their  marks  are  forwardeu 
to  the  registrar,  who  in  turn  makes  up  for  each  school  a  complete  list  of  the  marks  ob- 
tained bv  its  can.li.lates.  All  successful  candidates  are  given  the  diploma  of  the  Associa- 
tion, not'  of  the  particular  school  to  which  they  belong.  This  diploma  has  obtained  recog- 
nition am.)ng  business  men  in  Canada  as  a  certain  assurance  of  al)ility  on  the  part  of  any 
applicant  for  a  position  who  mav  liold  it. 

The  Central  Business  College  of  Toronto  took  a  leading  part  in  the  formation  of  this 
Association.  It  has  ever  siiue  taken  an  active  part  in  the  meetiiiLis  and  proceedings  of 
the  Association  The  advantage  to  the  student  of  being  in  attendance  at  a  school  con- 
nected witli  th's  .Association  is  apparent 

We  woi  ke  every  student   entering  our  school   to  do  so  with   the  <lelerininalion 

of  getting  this  >liploma.  Too  many  are  prone  to  speak  slightingly  of  a  diploma  as  being 
worth  but  little.  Perhaps  as  a  mere  piece  of  parchment  it  is,  but  as  representing  a  course 
begun  and  finished  it  is  of  inestimable  value  to  the  student.  We  speak  strongly  on  this 
point  iKcause  in  this  age  of  hurry  students  are  prone  to  look  more  to  the  matter  of  going 
through  a  course  rather  than  to  l)ecoming  tlionmgh  in  their  work.  The  business  man 
cares  little  for  the  fact  that  an  applicant  has  put  in  so  many  days  or  weeks  at  this  or 
that  school.  He  does  want  to  know  that  the  applicant  knows  his  work,  and  the  diploma 
of  The  Business  Educators'  Association  is  a  guarantee  of  this  fact. 


OF  C  ANAI>A 
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<  z''.  -■■ 


it,,J^«U, 


Tlif   Busintss  Kilm;itc.r>.'  Assmiation  of  Canada 


We  prciuirc  Candidates 
for  this  Diploma. 


iUsRcii.Mvablo*1.2(MMHl, 


L'lf 


i.f  Bills  Kec  for 
as  li((uidator  Sl.'itl.dll. 
to  rliisf  nil  liiKiks  and 


Business   Educators'   Association  of  Canada. 
BOOKKEEPING. 

COMMERCIAL    DIPLOMA    EXAMINATION.     OCTOBER.    1906. 
Time   4  Houri.  Maiimum.  100  M.rki;   Minimum.  67  M.rk.. 

NVm.-CinJiaale.  lo  be  .upplioi  «ith  Journ.1  and  LeUger  paper.  ,  j 

1       Vnii    ifL-    lowimed   li.uiidatnr  ..t  the  Small   Manufacturing  I  ompany.    Limited, 
whichis  t   Vwoul;?  up      Vo'u  gather  the  following  mtormat ion  from  d.|erj.nt  sourves : 
Mdse    in  hand    *1.'.KM..0(',  Real  Estate  $2  IMKI.IKl,  Accts.  ^cc,  *  ,JIHV  Kl.  M^^^ 
.  i     «   Hill...  P....    «l".nn    Oliire  Furniture  iKHHiU,   dUis  la\.iiJit  ».),ovhi.vh'. 

Interest  accrued  on  Hills  Kec    sl.Miii.  "'mce  rurinvui..  »■  ■    -,„....,..■   \,.,,,,    Pavable 

Interest  due  ..n  Bills  Havable  JKMKMl.  .Mortgage  on  Real  hstale  «'•""'    "i.-\''„^,,,;  ■'>■""■- 
is  00(1  Ul"  Capital  Stock  -subscribed  $10.00(1.00,  of  which  there  is  !>"  ^  X*' '^f  ^/''^e  time 

Find  the  Impairment  of  Capital,  submit  a  trial  balance  of  the  ledger  as  at  the  time 
vou  receive  the  Ixjoks.  ol>en  im-lier  acc.iunts  in  the  ledger. 

I'ass  the  f.illowing  entries  through  your  journal: 

%  t:S  Vf;e*^ar.?^.a;rf.:r^4(H;m  .n^l^ascr  assumes  mortgage  as  part  payment 

"""  ?irr-(t;.^-hasV::il'"s'"l^,r  unpaid  slock  ,2.^.0.00,  on 

on  Interest  $10.00.  on  Accounts  Receivable  $1.0..(l.0(l. 

(d)   I'aid  the  creditors  the  lirst  winding-up  dividend  ''\-*.-  ,  .  ,_^.^, 
(el  Sold  the  balance  of  the  Personal  .Vets.  Rec.  for  Jli.i.OO.  balance 

$27.')  00  and  olhce  furniture  for  $(i.'>,0(l  cash, 

(f)   I'aid  printing,  postage  and  other  eN]K>nses.  $.>1...0.     1  aia 

'"'^u i;rtevl.l-rote;:':f'gi;d!;'S  Rol„nson  ^  (leaner,   l.iver, 1.   Kngland. 

£140.  K'is.  ,  ,   , 

l^u^  ■r^R:!n:^^ed'^b!n5oA  H-Sr!,  Foreign  Bill  of  E.cha..ge  in  full  settlement. 

Exchange  110.  ,    ,      . 

:i      Rule  ("ash  Book  with  following  columns: 

On  Ur  side.  Sundries.  Disct    Dr..  Cash  Dr  .  Bank  l)r 

On  Cr,  side.  Sundries,  Oisct.  Cr,.  Cash  Cr.  Bank  I  r. 

Omit  ■Explanation"  Column  if  crowded. 

iCnter  the  following: 

Mac  I.     Cash  on  hand  $J,S  .lO. 

^'tll  .."^'ch.'ct' for  «--,0  -.0  ,dis.-ount  $0.50  allowed);  for  S.  Falls'  note  $l:UI.O(,  and 
int.  i  ir^l ,0^: 'l^  ^MtJ'o;;  J^.  $4..(«l:  JV  Stul.^ on  acct.  $7o.K.  ..^^^n  ja^en  s 
note  $l-.-.00;    fn.m  J.  S.ainp  m  fuU  of  =»'■' ^^''^^^^J ':,*•:;  j''^^!;^;"^     in      sale  of  Mdse. 

^;;?.]^-"irn"H;r(rkt^:  for  ^.:^i^'r^.^'^^  »n--  --^  --  *^-  -^ 

dcp..sited  cash  and  cheques  $1,200.00. 

a'Vintel'i!\'Tu'ck'for  $■.'■.'(•.,  .-.0  (discount  of  $S.M  \')H"]'-^J, 
note  *1S.V40  ami  mterest  f  1  (iO:  C,  Coo|>er.  ■  heck  m  full  of  m.i^  *1( 
$.-)0.00;  check  for  salaries  $L'."vOO.  ,        ,      , 

C.nsidcr  here  vou  have  reached  the  b..tt..m  of  a  page  and  maki  a 
tinuc  on  the  to])  of  a  new  j>agc 

f  Crlinstlt^'m'fidl  $:>2,.0:     W    Henderson  ,n  full  $liV.(l      T    0.tlan  on  .u.r  $oS.M,, 

1    H;Irdman  fo,_no,e  $(«.(.:    W,  i^^'^^^^^J^^^^^Z^^^'^^  ^^^:;'^*{i;:r^r*^m 
of  !»1  ■>.")  allowed);   S.  II.  Jones,  in  full  *.s  ■■>.  J    .\rtnurs  lor  noie 
cash  sales  $224,2,").      Deposit  in  bank  $700  00 

Mav  2,      I'avmer  s:  ■   ,-       ,•      „i,..,,l.  «•>!;  so      Coods  iier  cheek 

$.o,!^::"iM';rvrJ^  ^^:.::.^^r^l  iumo'chc!^'-;  ?un$24.so  .isc^.  of  $,,20 

t.akcnl;     Bills  P  .cable  |kt  chc.k  S.'.OO  (HI. 

Rule  and  '.lot  Cash  Book  and  bring  down  balances,  ■.,,...,  ;.,int 

4  X  a"  .  V.  the  proprietors  of  a  stove  manufactory,  convert  their  business  ''■•;■"' 
.lock  companv.  limited,  under  '■The  Companies  Act.  '  with  an  aiilhori.ed  '-"^"f^J'  X^' 
-  1  (.00  shares  ..f  $100  .ach.  After  paving  all  existing  liabili  ics  •""'> ''■\';^ ,'.'''':' ,'^,'*,- 
their  res,xv[ive  Net  Capitals  are  *20.(H.(.  and  $:!0.000;  and  their  assets  Mdse  $ls.  . 
Reil  Estate  *lo  OOO.  Plant  ima.hinerv.  etc,^  $20.(K)0,  Ex,K-nse  /horses,  wa-ons.  ct.  *-, '  "  ^ 
Thev  take  -,00  shares  of  the  paid-up  stock  as  their  share;  and  2.-...lher  j^ts,  .ns  take  .0  shares 

each,  and  iiav  7.'i' ,   in  cash  "in  them,  i,, ,„,„,' 

(ai   What  steps,  legal  an,l  otherwise,  arc  n.cessarv  to  make  the  (hani,c 
lb,   What  b.H,ks  are  rcpiired  t..  be  kept  by  law.  and  what  are  necessa 
companv's  business'  ,      ,     .      i      i 

(cT  Make  the  necessarv  ofjening  entries  for  the  latter  liooks. 
Marks    (1)  :iO.  (2i  10. Cil  :iO,  (1:  :io. 


Plant,  iheck  for  our 
;i,00.    check  for  wages 

aiigemenls  to  con- 
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r.xamination 
Piil«r.     Sanii'ir 
Tai<en  fruui  ttie 
rai>ers  set  l>y 
Ih.-  Miisint-SN 
i:,huatorv' 

iatioii  ol 


fai 


I. Ill- 


Business  Educators'  Association  of  Canada 

Shorthand  and  Typewritintf 
Examination 

June,  1907. 


SHORTHAND -Paper  B. 


Haziinum,  100  marks;  Minimum,  75  marks. 


The  Can.liilate  will  enclose  a  carbon  coiiv  of  last  letter  with  the  onumal.  The  hxammcr 
will  rea.l  the  (ullowini!  letters  at  the  rate  o(  100  wordt  p«r  minute,  allowini;  cm-  qiiarler  o]  a 
minilte  between  letter.  Candidates  will  1«  allowe.l  40  minute,  m  which  to  tran»cril«  ihem 
accurately  on  the  tyi^writer,  double  spacinK  ami  usinn  letter  sized  paper.  Uach  letter  must  i« 
addressed  to  James  Feruuson  or  James  FerKuson  &  Co.,  as  the  case  may  1«,  Toronto,  (Int.,  and 
must  be  dated  from  Sarnia.  Ont..  using  a  se,.arate  sheet  (or  each  letter,  A  No.  »  '?.V"'!!', '  „ 
rcctly  addressed  must  W  enclosed  for  each  letter  transcnlicd.  All  transcnption.  with  vMveloi«s 
are  to  be  inserted  in  the  larBe  enveloi^!  provided  (or  the  Canihdatc  who  must  seal  the  same 
betore  leaving  the  tyijewritina  machine. 

Dear  Sir: —  ,  .  . 

For  vimr  infDnnation  in  tonncition  with  vour  recent  inijtnrv,  I  navt'  ini 
himor  ti) 'state  that  the  allnwaiue  fur  clerl;  hire  at  /  Torcmto,  (int.,  has  beeii 
tlxed  at  Eleven  Htmdred  (IKKI)  Dollars  tier  anniiiu  instead  of  bix  Hum  rei 
(CiOd)  Dullars  as  heretofore  paid,  to  take  effcel  July  first.  Nineteen  //  Hundred 
and  Seven.  , 

I  liei;  to  advise  vou  thai  this  action  is  liasei'  >  ,  i  a  reinirt  jtist  received 
from  a  ixist-otrtce  inspector.  This  allowance  ///  i.  xtrcmely  litjeral  in  com- 
parison with  the  amounts  received  liy  other  jxist-ofHccs  of  your  grade,  many 
of  which  have  no  increase  for  derli  hire, 

Verv  rcsjiectfully  yours. 

Dear  Sirs : —  ,  .     ,  ... 

Your  favor  of  the  Kith  received;  we  called  our  man  in  liecause  we  ditl 
not  find  it  profitable  to  keep  him  on  /  that  territory.  We  shall  be  pleased  to 
have  vou  .iiiote  prices  from  time  to  time,  or  we  shall  wire  you  ..hat  we  can 
pay.  and  if  you  cannot  .accept  our  offer,  wire  us  the  very  lowest  lor  whicli 
\-ou  will  sell.  ,,,        ^,  I  u   . 

We  are  receivmR  large  shipments  from  parties  in  your  ///  section  anil  ha\e 
every  reason  to  l>elieve  .hat  they  are  well  pleased  with  the  sales  we  arc  making 
for  t'heiii.     Let  us  hear  from  vou. 

Yours  truly. 

''"''Are  vou  shipping  anv  i«itat.K-s?  If  vou  are.  we  should  like  to  hear  from 
vou  witha  view  of  doing  some  business,  the  /  cool  weather  lias  very  inaterially 
increased  the  demand,  and  good  stock  is  now  firm  at  ,S(k-.  jier  bushel.  (Uir 
inarket  is  practicallv  bare.  /,/  and  we  are  in  a  i)osition  to  use  a  few  cars  to  splcnriicl 
advantage.  We  will  make  vou  a  liberal  advance  uiK.n  arrival  //  ( 
assure  vou  an\-  shipment  niade  us  will  be  projierly  taken  care  of 
dcpend'tlixm  ijuick  sales  and  satisfactorv  results. 

Resix'ctfuUy, 

Your  favor  of  recent  date  is  received.  We  herewith  enclose  samples  of 
silks,  satins,  velvets,  ribbons,  etc..  and  trust  you  will  find  among  /  Ihem  many 
that  vou  can  use  .  , 

We  also  enclose  s,imptes  of  nets  ;,n.l  braids,  which  are  being  used  ex- 
tcnsivelv  this  season  in  the  manufacttir.  of  .'.'  line  dress  hats.  Some  of  this 
briiil  is  worth  up  to  twice  what  we  are  now  asking  for  it.  Ihmking  that  y  .u 
1  '  .'.•ur  latest  i.atalogue.  we  ha\c  sent  vou  imc  under  sciiar- 


cars,  and 
You  can 


ha\c  not   rcceiv 
ate  cover. 

Trusting  you  will  favor  u: 


are. 


with  your  business. 
Yours  very  truly. 
De.ir  Sirs 
Th 

and  in- -   .     -■  .  ■      ,.-  ,,      f 

at  once      Thcv  arc  badlv  in  need  of  the  saws.      II  vou  will  refer  1 
vou  will  sec  Ihat  Ihev  asked,  at  the  time  the  order  was  lillcil,  to  lia 
without  delav.     Will  vou  please  let  us  ///  know  b\    return  mail 
forwardeii  same?     If  not.  how  soon  will  vou  ship 


["he  Whiting  Toundrv  Companv.  of  St.  Thomas,  called  up  this 
asisted  on  our  order  No.  •.>:)(iS.  v.iur  shop  /  order  No.  21741.  bei 
,e      Thcv  arc  badlv  in  need  of  the  saws.      II  vou  will  refer  to  tl 


iftcrnoon 

ng  shipiied 

the  '   or(lcr. 

liiiHte<i 

f  \,ni  have 

they  insist  ujion  knovm;;.' 

Yours  \erv  truU'. 


INammation  Pajter.    Sample  ti 


\i-n  from  the  palters  set  b 
of  Canada. 


tlic  Husiness  Edui  ators'  Association 
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Bbe  Commercial  Specialists'  Course 


^\E  of  the  pleasing  assurances  that  we  have  had  from  year  to  year 
of  the  high  plane  of  ou:  .ourses  has  been  the  attendance  of  a  large 
I  number  of  public  and  high  school  teachers.  Many  of  these  left 
I  the  teaching  profession  in  order  to  enter  business  pursuits.  They 
naturally  came  to  us  for  a  business  training.  Others,  seeing  the 
splendid  prospects  in  business  colli  teaching  or  the  teaching  of 
commercial  or  shorthand  branches  i^  r  coUegiates,  came  to  us  for 
the  purpose  of  being  qualified  as  ci    .uiercial  teachers. 

Those  who  struck  out  into  business  life  had  the  opportunity  of 
carrying  with  them  the  diploma  of  the  Business  Educators'  Asso- 
ciation. Those  who  desi-ed  to  get  a  standing  as  teachers  were 
given  the  privilege  of  preparing  for  the  commercial  specialists'  ex- 
amination. This  is  the  highest  test  ricognized  in  Canada  for 
^^  teachers  who  would  become  qualified  to  handle  the  commercial 
departments  in  our  collegiate  institutes  and  high  schools.  The 
holder  of  this  certificate  is  placed  on  an  equal  footing  with  special- 
ists in  mathematics,  science,  English,  or  history. 

For  many  years  the  Central  Business  Coilege  has  made  a 
specialty  of  this  course  for  teachers.  The  success  of  this  course  will  be  found  in  the  fact 
that  of  all  teachers  who  hold  the  commercial  specialists'  certificate  the  majority  of  them 
qualified  for  their  work  in  our  school.  Last  year  we  had  three  candidates  in  preparation 
for  this  certificate.  All  three  were  successful.  Long  before  even  the  results  of  the  ex- 
amination were  published,  all  three  secured  positions  at  salaries  ranging  from  $800  to  $1,000 
a  vear.  Thev  are  at  present  engaged  as  follows:  Mr.  W.  J.  O'Brien,  Woodstock  College; 
Miss  B.  Mallorv,  Strathrov  Collegiate  Institute;  Miss  L  Moir,  Clinton  Collegiate  Institute. 
There  was'  a  time  when  a  great  many  of  our  brightest  young  men  and  women  had 
to  leave  home  to  find  positions  across  the  line.  To  day  we  are  glad  to  say  that  the 
tide  has  turned.  One  of  the  greatest  encouragements  that  we  have  in  this  preparation 
of  higher  grade  students  is  the  fact  that  they  are  able  to  get  good  positions  at  good 
salaries  right  here  in  Canada.  Our  strong  claim  to  patronage  to  day  lies  in  the  fact 
that  right  here  in  Ontario,  under  one  of  the  best  educational  systems  in  the  world,  our 
graduates  find  readv  employment. 

Teaclurs  who  arc  interested  in  this  work  from  the  teaching  standpoint  will  also  be 
interested  in  the  descriptions  we  give  of  the  system  under  which  our  school  is  conducted, 
and  our  plans  of  presenting  the  different  subjects.  Wbi'e  with  us  any  teacher  will  not  only 
get  a  good  training  in  the  different  subjects  of  his  course,  but  will  become  thoroughly 
qualified  to  conduct  the  work  of  such  a  school  as  this.  Wv  make  it  a  practice  to  give 
teachers  who  are  with  us  free  access  to  our  office  in  order  thai  from  the  business  standpomt 
they  niav  get  in  touch  with  the  plans  that  have  made  this  school  what  it  is.  In  the  class 
room  thev  will  find  everv  subject  taught  handled  by  experts  in  every  line,  and  handled, 
moreover^  on  a  definite  plan.  Teachers  are  thus  enal)led  to  get  a  normal  course  in  business 
or  shorthand  studies. 

It  is  no  uncommon  thing  at  the  present  time  for  those  who  have  charge  of  the  busmess 
departments  in  our  collegiate  institutes  to  spend  the  summer  with  us  perfecting  plans  for 
the  carrying  on  of  the  work  in  such  sch  lols.  It  is  no  uncommon  thing  for  our  register  for  a 
year  to  show  the  attendance  of  m.my  graduates  .  f  Toronto  T-niversity  who  have  gone  into 
business  or  business  teaching.  \Ve  feel,  therefore,  that  in  soliciting  the  attendance  of 
teachers,  we  are  able  to  guarantee  them  not  only  a  thorough  course  of  preparation  for  a 
recognized  certificate,  but  also  association  with  just  as  brainy  people  as  will  be  found  in 
any  uf  ouf  professional  schools, 


interim  Coinincrcial  Spccialiefs  Certificate. 


Tibia  18  to  Ccrtlf? 

in  .  Hittl.  s,S.«l..r  I  MllrRMif  l"-lni 


iHv — .  II  fililtrU  lo  Wfc^h 


n  ih.  ,|  .I-  h««J  .i. 


Ite*-:&  "-■ 


.11.   ,T 


JOfffrnt   Yumirr 


Cca-hcr*'  Certificate 

Issued  '  .■    lie  Department  of  Educatiun  !.)  Conv.nercial  Specialists 


We  prejjare  candidates 
for  this  certificate 


^5 


Some  (Tentral  business  College  Successes 


'i  he 
j'lhcr 


HE  strong  claim  that  some  schools  have  to  patronage  is  the  fact 
that  their  graduates  are  greatly  sought  after  as  teachers  in  other 
schools.  If  we  published  the  list  of  teachers  who  have  gone  forth 
from  this  school  in  the  fifteen  years  that  it  has  been  in  existence 
we  could  fill  a  fair-sized  booklet.  In  fact,  we  have  such  a  booklet, 
giving  the  experience  of  ex-teachers  who  have  been  with  us,  and 
we  are  always  pleased  l<  m?il  it  to  enquirers.  We  are  content 
here  to  publish  the  list  of  one  year — last  year.  They  are,  with 
one  exception,  right  here  in  Canada,  and  many  of  them  have 
measured  up  to  the  highest  test  demanded  of  business  teachers  by 
the  Education  Department  of  Ontario.  The  others  were  chosen  on 
account  of  the  fact  that  they  were  products  of  this  school.  We 
take  it  for  granted  that  our  readers  are  interested  in  what  we  are 
doing  mm'.  These  people,  unless  they  have  very  recently  moved, 
are  in  these  positions  nirw.  Nothing  would  please  us  better  than 
to  have  intending  students  get  their  opinions  of  our  school.  When  a 
school  makes  a  claim  of  broad  courses,  sufficient  to  produce  first-class 
teachers,  it  may  be  as  well  to  get  the  dates  in  addition  to  the  names. 

following  are  teachers  who  have  gone  from  the  Central  Business  College  to  teach 

schools  during  the  school  year  of  1906-7: — 


N.\MES.  PoSITIDNS  SecI'RED. 

E.  W.sRNER,  -  Principal  St.  Catharines  Business  College. 

G.  W.  DoMiNEV,        Principal  Commercial  Department  Western  Business  Coiiege,  Calgary, 
Aha. 

E.  A.  Marshall.      Principal  Commercial  Department  Bugbee  Business  College.  Stanstead, 

Quebec. 

0.  Gamev,      -  Commercial  Master,  same  school. 

W.  Richards,  Commercial  Master.  Duluth  Business  University. 

M.  A.  Tree,  -  -  Shorthand  Teacher,  Central  Business  College,  Winnipeg,  Man. 

F.  M.  Dawson,  -  Shorthand  Teacher,  Standard  Business  College,  Hamilton,  Ont. 
A.  Johnston,  -  Commercial  Teacher,  Exeter  High  School. 

A.  B.  Book,  -  Principal  Commercial  Department,  Clarke's  Business  College,  Hamil- 

ton, Ont. 
M.  L.  Henderson,  Shorthand  Teacher,  British  American  Business  College,  Toronto.  Ont. 
C.  I'TiRc.L'So.N,      -     Commercial  Teacher,  Canada  Business  College,  Hamilton,  Ont. 

1.  M<iiR,    -  Commercial  Specialist,  Clinton  Collegiate  Institute. 
L.  L.  Rose,    -  Commercial  Specialist,  Streetsville  High  School. 
W.  J.  O'Brien,    -     Commercial  Specialist.  Woodstock  College. 

B.  Mallorv,        -     Commercial  Specialist,  Strathroy  CnUegiate  Institute. 

The  last  four  are  commercial  specialists.  This  is  the  degree  granted  by  the  Ontario 
Department  of  Education  to  those  who  would  qualify  as  specialists  in  the  teaching  of  com- 
mercial branches  in  our  collegiate  institutes.  The  Central  Business  College  is  about  the 
only  business  College  in  Canada  whose  courses  are  broad  enough  to  qualify  teachcis  for 
this  degree. 

The  point  we  wish  to  emphasize  is  this.  The  Central  Business  College  has  not  gone 
to  seed  with  the  advance  of  years.  We  are  proud  of  the  graduates  we  turned  out  ten 
or  fifteen  years  ago,  but  that  does  not  guarantee  our  work  to-day.  When  we  ask  i 
student  to  er.ter  our  school    it  is  on  the  strength  of  what  we  are  doing  now. 
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E6ucatton  Department,  ©ntart^ 

AnNIAL   KXAMINATION.    1007 

COMMERCIAL    SPKCIAI.ISTS 

MERCANTILE  ARITHMETIC 

(  J.   A.    DiCKINSIlN. 

lixdiuiniis:'  K.  II.  Kldon,   BA. 

(  U.  !•;.  C.  KiLMKR,  HA. 


1.  (a)  Find  the  present  value  of  an  annuitv  .1  t.i  nin  >i  \ cars  Assimie  V 
as  the  i.rescnt  value  of  the  annuity,  K  as  tlie  amount  of  »1  for  1  year  Kec  kon 
eomjxnmd  interest.  _    , 

(6)    What  is  the  value  of   I'  when   ii  beccmes  infinite' 
(c)   Show  that  the  numlier  of  years'  purehasi-  of  a  iKT|H'tuity  is  olitainei. 
by  dividing  1(H)  by  the  rate  jier  eent 

2.  A  man  has  a  capital  of  fai.iKXI  upm  «hieh  he  receives  interest  at  .'i^  . 
If  he  spends  tlHlH)  everv  vear.  show  that  he  will  Ik'  ruined  before  the  t'"-'  '''  \!;j' 
17th  vear:    HavinR  Kivun  loj;  2  =  .lidUWiKI;   log:!  =  .»7712l:i:    loK  -   =  .,S4.i(I.ISI>. 


:).   Kind  the  equated  time  for  settlement  of  the  followinj;  account 
Henrv  Mavnard. 


I'Kll) 

Jan.     :i 

To 

C.oods 

at   !KI  dav 

..      .,. 

at   (Kl       '■ 

Feb.    la 

at   iK)      ■■ 

Mar.  2:i 

at  (M) 

Apr.    13 

at   lid 

47.'>(i(i 
(illo  (Ml 

iS.i  (Ml 
•^7."i  (Ml 


I'.KKi 

Jan, 

Feb 
Mar 


111  Hv  fash 
:)1     ■  •• 


2(«'(MI 
IIMilHI 

:!(Ml(lll 
ll'id  (Ml 


4.  A  town  borrows  $2(1. 'MMI.  which  is  to  be  repaid  in  15  vears  by  e<|ual  annual 
instalments  including  principal  and  inter,  l  If  the  rate  of  inten'st  is  .V  ; .  what 
is  the  amount  of  the  annual  payment'  What  pirtion  of  the  Sth  jiayment  will 
lie  on  account  of  intertst  and  principal  resjiectively  ? 

.■>.  When  money  is  w.irth  4'\'  |K'r  annum  an  insurance  comjiany  offers  Brown 
an  annuitv  of  *lli(i  for  the  sum  of  tJIMIII  What  do  you  consuler  Brown's  cx- 
lieclancv  of  life  at  the  time  the  offer  is  made:-  (\.i:g  I  (It  -  (Il7(i:l.'l.'l:  1..);,  2  « 
.:i(ll(i:!(l("l.) 

Ci,  What  is  the  \-;due  of  a  ix-riK'tual  annuity,  of  $4(1  payable  at  the  end  of 
the  first  vear.  $4.')  at  tlic  end  of^  the  second.  $.'»(1  i'.t  the  end  of  the  third,  and  so 
on.  increasmt;  $.">  each  year;    interest  beinj;  taken  at  (i',';   |ier  annum- 

7.  A  reservoir  is  built  in  the  form  of  the  frnstrum  of  a  pyramitl.  The  lenj;th 
of  the  top  is  Kid  feet,  width  (id  feet,  the  sides  and  ends  sIopin^;  inward  at  an  anijlt. 
of  4.')''.     The  vertical  deiHh  of  reservoir  when  full  of  water  is  II  feet. 

(d)    How  many  gallons  will  it  hold,  given  that  a  gallon  of  water  weighs 
1(1  lbs,,  and  a  cubic  foot  of  water  weigiis  I(l(Hlo/s."' 

If  the  reservoir  l>e  full,  how  many  gallons  must  be  remcived  to  I'lwer 
the  surface  of  the  water  2  feet  ? 

What  must  be  the  measurements  of  a  cylindrical  standpifH' which  will 
hoUl  half  as  much  water  as  the  reservoir,  the  height  of  the  stanfliiijR' 
licing  seven  times  its  diameter  ? 

S.  A  broker  received  a  consignment  of  4;{7."»  barrels  of  apples  with  instrui-- 
tions  to  sell  at  $'_',. ")d  |wr  barrel,  on  a  commission  of  i'", .  pay  freight  on  the  apples. 
$7,1  and  purchase  with  the  jiroceeds  tea  on  a  eommis.sion  of  '2'  ',  .  prepav  freight 
at  'Jd  cents  i>er  cwt,,  and  insurance  at  IJ'';  on  the  tea,  also  to  retain  his  bu\ing 
and  selling  commissions.  The  freight  bills  showed  that  ,')(1.(MH1  lbs,  of  tea  were 
shijiix'd.      What  did  it  cost  \<vr  piund  > 

Examination  Pal«r.    Sample  taken  from  the  [.alters  set  t)y  the  K.iiiration  Department. 
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Wl)cre  l^eTExparU  ComeTFrom 


HE  constant  aim  of  the  Central  Business  College  has  been  to 
point  the  way  to  all  that  is  highest  and  best  in  business  education. 
While  most  of  our  young  men  enter  upon  a  commercial  course  with 
the  aim  of  becoming  bookkeepers,  there  is  no  reason  why  any  am- 
bitious young  man  should  not  climb  higher.  Why  shouldn't  a 
man  have  a  degree  in  accountancy  as  well  as  in  medicine  or  law? 

The  Institute  of  Chartered  Accountants  of  Ontario  is  incor- 
porated uniler  the  laws  of  the  Province  of  Ontario  and  is  empowered 
to  grant  degrees  in  just  the  same  way  as  the  medical  council  is 
empowered  to  grant  degrees  in  medicine.  There  is  no  higher  degree 
in  Accountancy  recognized  in  Canada  than  the  degree  of  C.A. 
.li'^li^'^^^^^lilSil  (^'''artered  Accountant)  granted  by  the  Institute  of  Chartered  Ac- 
'*  nisr,  r^SS^^i2?f':  countants.  The  Central  Business  College  of  Toronto  is  the  only 
school  in  Toronto  alTdiatcd  with  the  Institute  of  Chartered  Account- 
ants. 

With  the  idea  of  inspiring  our  young  men  to  move  onward  and 
upward  to  the  expert  field  we  instituted  our  course  in  Higher  Ac- 
°^  counting.     Its  success  has  been  simply  phenomenal,  as  the  following 

schedule  of  results  for  the  past  three  years  will  show. 

There  has  never  been  a  time  in  the  history  of  business  educatiim  when  it  has  been  so 
necessary  to  bring  such  facts  as  we  produce  before  the  pul)lic  notice  Schools  are  springing 
up  with  all  sorts  of  extravagant  claims.  They  start  where  business  colleges  leave  off:  they 
train  experts:  they  give  superior  courses.  In  short,  if  what  they  aregdiiis  to  do  is  a  criterion 
they  would  be  marvels. 

The  Central  Business  College  prefers  to  stand  on  the  ground  of  what  it  has  done  and 
is  doing. 

Record  of  Central  Business  College  students  in  the  examinations  of  the  Institute  of 
Chartered  Accountants: — 


I'l.NAl.. 

100."> S  out  of  i:{ 

1906 0  out  of    S 

1907 4  out  of    ."> 

18  out  of  26 


I.mi:rmi'.I)I.\ti:. 

:!()  out  of  4.") 

4  out  of    .^ 

liJout  of  I'O 

47  out  of  70 


1'K1M.\KV. 

No  Exam. 
U  out  of  4 
S  out  of  1 7 

1 1  out  of  21 


Eighteen  out  of  twenty  six  who  got  the  fund  digree  of  C..\.,  forty-seven  out  of  seventy 
who  passed  tlie  intermechate  examination,  and  eleven  out  of  twenty-one  who  passed  the 
primary  exaniinaticm,  were  students  of  our  courses. 

As  in  the  case  of  Commercial  Specialists.  Wv-  are  pleased  to  base  our  claims  to  patronage 
on  what  we  are  doing  right  here  in  Ontario  in  the  way  of  training  advanced  students 
for  an  authorized  examination  and  consequently  for  highly  renumerativc  po^sitions.  The 
list  of  those  who  have  profited  by  our  instruction  is  before  the  reader.  .A  letter  addressed 
to  any  one  of  these  men  will  show  whether  our  claims  arc  based  on  fact  or  fancy.  The 
holders  of  the  degree  of  C.  A.  are  the  men  who  hold  first  rank  in  the  Province  as 
auditors,  assignees,  and  devisers  of  accounting  systems.  That  such  men  are  able  to  get 
their  trainins:  throush  our  courses  is  proof  positive  of  the  superiority  of  those  courses. 


Succ«**ful  <ran6l6aU*. 


^examinations oflnstltute  of  CharUrcft "Accountant*. 

tlfnirtt  tidiUmi  Cailtg*  »Ht4tnU  mmrhj  • 
llHI.'l 

FINAL  EXAMINATION. 


Names  is  Order  op  Standino. 

•F.J.  Clowes Tiironto. 

•G.  M.  Begg Torimtu 

*W.  0.  Kcttlcwcll Toronto. 

W.  P.  Godson Toronto. 

•0.  D.  Corbould Rat  PortaKc. 

•W.  V.  Benson London. 

G.  W.  Morrison Toronto. 

Jno.  G.  Grant Toronto. 

•Homer  L.  Lord Montreal. 

W.  J.  Mundell Montreal. 

H.  C.  Anderson T.inmto. 

•Jno.  I.  Sutcliffe ""onmtn. 

•W.  J.  Ross Barric. 


TNTERMEDIATF.  EXAMINATION. 

•C.  F.  RU  ,   irdson Tonmto. 

•W.  S.  Ferguson Braceliridge. 

•T.  Cowling Toronto. 

*R.  N.  Watt Toronto. 

*\V.  H.  Craig Kingston. 

F.  II.  Patterson Tomnto. 

*C.  \V.  Adams Toronto. 

E.  E.  Boon Toronto. 

*L.  II.  Wing Berlin. 

*G.  H.  Hadley Toronto. 

•A.  S.  Laing St.  Catharines. 

•L.  C.  Todd Torrjnto. 

F.  J.  Hughes Guelph. 

•W.  H.  Plant Toronto. 

H.  Ct   Forson Toronto. 

•R.  H.  James Parr>-  Sound. 

J.  A.  Tweedale Toronto. 

*R.  S.  Comba Toronto. 

Isaac  A.  P.umble Toronto. 

•R.  J.  Cooper Toronto. 

•F.  J.  Farr Toronto. 

•E.  t'.  Srigley Peterboro. 

D.  A.  McCannel! Toronto. 

J.  GoldthorjK.' Toronto. 

W.  S.  Jones Belleville. 

!.  T.  Moore Belleville. 

*G.  W.  Hamwell Sault  Stc.  Marie. 

♦D.  L.  Maekenzie t'opper  Cliff. 

J.  A.  Uobbie Ottawa. 

*W.  J.  Mills Ottawa. 

•Don.  McLennan Ottawa. 

•J.  H.  Payne Sturgeon  Falls. 

•A.  Ci.  Mordy Sturgeon  Falls. 

•A.  G.  Calder  London. 

A.  F.  Bell Stanstcad.  Que. 

•E.  J.  Rowlands MontreaL 

*G.  Kingan Montreal. 

•A.  F.  Park Toronto. 

♦F.  G.  Garbutt Toronto. 

•G.  M.  Mulholland Toronto. 

•C.  W.  Rous Toronto. 

•C.  J.  Parker Brantford. 

F.  B.  Filsinger Toronto. 

G.  Noble ToroiUo. 

F.  Bowman Waterloo. 


FINAL  EXAMINATION. 
Names  in  Order  of  Standiso. 

•U.  McK.  McClelland Chicag.). 

•C.  J    Parker Brantford. 

•R.  J.  C(x)per Toronto. 

•W.  W.  Law Toronto. 

•F.  E.  Rolx.-rts Tonmto. 

•A.  G   Calder London. 

W.  R.  lex London. 

J.  A.  Tweedale Tonmto. 

INTERMEDIATE   EXAMINATION. 

F,  I   Stiff Toronto. 

•J    M.  Langstaff Toronto. 

•Hanild  S.  Gausby Toronto. 

•F.  C.  Young Toronto. 

•L.  H    Heinke Flint,  Mich. 

PRIMARY  EXAMINATION. 

•J  Wvndham  Eddis Toronto. 

Jas.  E    Freeland St.  Thomas. 

•I).  E.  Sinclair Toronto. 

•Norman  H    Banks Toronto. 

liHIT. 

FINAL  EXAMINATION. 

Names  in  ORDER'or  Standing. 

•James  M.  Langstaff Toronto. 

•W.  S.  Ferguson Bracebridgc. 

•Fred  Page  Higgins Tonmto. 

•W.  H   Craig Kingston. 

Fred  J.  Stiff Toronto. 

INTERMEDIATE  EXAMINATION. 

•E.  T.  Showier Toronto. 

•T.  Walter  Ellis Toronto. 

•John  B.  G<juld Toronto. 

S.  H.  Blackmore Toronto. 

•Oliver  Dnirv Ton)nto. 

Chas.  E    Walker London. 

H.  H.  Hopkins Toronto. 

T.  W   Thomasson Montreal. 

Gordon  U.  Campbell Toronto. 

•W.  Herlx'rt  Thompson Toronto. 

•Norman  B.  Banks Toronto. 

•T.  N.  Stevens Buffalo. 

•Wilmer  D  Smith Eastman,  Que. 

H.  M.  Challenger Toronto. 

•Garnet  Dunlop Toronto. 

•R.  S.  Dadson Montreal. 

•G   S   Holmested Toronto. 

H.  Percy  Edwards Toronto. 

•Norm.an  T.  Cronkhite Port  Arthur. 

•James  A   C'hipperfield Woodstock. 

PRIMARY  EXAMINATION. 
•A.  L.  Eastcott Hawkesbury. 

Harold  A.  Butt Toronto. 

•Geo.  Barber Cobalt. 

•Bertram  A.  KclUm Toronto  Junction 

Fred  H.  Ho'mes Toronto. 

•Walter  S.  I.arlwr Sturgeon  Falls. 

J.  M.  Gouin'ock Toronto. 

•E.  E.  Wheeler Toronto. 

R.  K.  M  ■         ly Barrie. 

Norman  L.  Morton Belleville. 

J    F.  K   Chamberlain Montreal 

•Arthur  E.  Randall Toronto  Juncticm 

William  H.  Goodwin Picton. 

•Harry  Tasker Toronto. 

F.  William  Campbell Toronto. 

•John  k.  Bell Toronto. 

Irving  G.  Luke Toronto. 
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The  Institute  of  Chartered  Accountants 
of  Ontario 

FINAL  EXAMINATIONS,  1907. 

>if«6nt*6ar.  22nb  Sttar— 9  a.m.  to  12  noon. 


ahointinc.  svstkms. 

1.  A  companv  having  its  mcnhandisf  st.irt<l  in  three  warehiuises. 
sejiaralelv  underwritten  fur  lire  insurance.  re'|uires  tu  kecii  the  insuranie 
in  fime  up  to  S(l  jK'r  cent  of  the  value  uf  the  stock  in  ham!  They  cummemc 
on  this  basis  at  the  ]KTi'i<l  nf  annual  stuck  taking  In  addition  to  trading, 
they  have  to  rem'ive  stock  from  one  warehouse  to  antjther. 

They  require  a  methml  rjf  apiiroxiniatuin  the  monthly  changes  in  the 
location  and  value  of  the  stock. 

Write  vuur  instructions  to  the  cttiee  as  to  the  manner  of  arriving  unce 
a  month  at  appru.ximate  infunnatiem  to  guide  the  insurance  clerk  in  prujierly 
protecting  the  risk,  state  what  sfiecial  accounts,  if  any.  are  to  tie  kept,  and 
submit  a  draft  of  any  sjiecial  fonii  you  consider  advantageous. 

2.  A  company  is  cununencing  the  business  uf  manufacturing  furniture, 
the  buildings  have  been  erected  and  the  machinery  installed. 

Thev  require  a  cost  and  stiK-k  system,  to  account  for  the  material  as  it 
progressi's  through  the  factory,  the  lalior  and  overhead  charges,  and  the 
general  expenses. 

In  devising  the  otlice  system,  state  nliat  means  you  wouUl  tak'  to 
apportion  the  exjienses  that  go  to  make  up  the  overhead,  or  running  ex- 
in'nses  in  the  factorv.  which  (along  with  material  and  lalxir)  are  requireil 
for  the  puriH.se  of  finding  the  net  factory  cost  of  the  product. 

:!.  You  are  a.sked  to  outline  a  system  for  a  general  store  dc.ing  a  cash 
and  credit  business,  and  ha\ing  about  a  thousand  credit  customers. 

What  treatment  do  vuu  suggest  fur  the  handling  uf  customers'  orders 
and  credits,  and  for  recording  sales;  and  what  arrangement  of  the  liooks 
will  you  make  to  lighten  the  ordinary  lalnir  of  keejiing  them  in  correct 
monthly  balance? 

4.  Sketch  out  heading  of  a  cash  Ixiok  adapteil  to  the  ideas  you  have 
outlined  in  your  answer  to  the  previous  (piestion. 

.">,  An  implement  firm  has  occasion  to  furnish  repair  parts  to  users  of 
its  machines.  In  order  to  avoid  ojiening  ledger  accounts  for  these  single- 
transaction  buvers.  a  svstcni  is  desired  for  so  handling  their  urders  after 
shipment  that  they  are  constantly  in  review  until  settlement,  and  after- 
wards available  for  instant  reference.  Suggest  a  method  of  accomplishing 
this,  accounting  for  all  orders,  and  recording  settlement. 

0.     Outline  a  system  for  one  only  of  the  following: 

(a)  The  customers'  accounts  uf  an  ice  t;ompan\-. 

(b)  The  installment  accounts  of  a  tyiiewriter  company. 

(c)  Overdue  accounts,  to  follow  up  collections. 

(d)  To  record  the  reccijits  and  payments  for  two  businesses  in 

one  cash  bfi^ik. 

(e)  For  recording  and  sujiervising  t!ie  exjienses  of  travelling  sales- 

men. 

Examination  Pap«r.    Sample  taken  from  par^rs  set  liy  the  Institute  ofChartere<i  .\ccountants. 
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Issued  bv  the  Institute  of  Chartered  Aecountants 


Gives  the  holder  the 
legal  right  t»  the  title 
CharteredAceountant 

We  prepare  candi- 
dates lor  this  diploma 


Wrlllnft 


T  is  our  proud  boast  that  a  young  man  or  woman  oniplcting  a 
course  in  our  conuutrcial  cUpartmint  simply  lannol  litlp  learning 
to  write  a  kimmI  business  barof  ami  to  figure  rapidlv  and  accurately. 
These  are  the  first  two  re(;uisites  of  the  business  man.  They  have 
l)een  given  a  first  place  in  our  plans  of  properly  presenting  all  the 
subjects  that   we  teach. 

3^w^      / There  was  a  time  when  the  business  college  attracted  students 

'^^"^"^i^l^^    '"  '''^'  strength  ot  •'•e  Wri.  Ilourishes  and  fancy  capitals  it  was  able 
£^^<^  to  show  as  an  evidence  of  the  skill  of  its  teaihers        That   same 
kind  of  advertising  did  a  great  deal  to  spread  abroad  the  idea  that 
liusiness  colleges  were  not  practical  in  their  leaching.     The  charge 
^j     HB-  |T    '  was  not  unfoumUd  either.     In  a  great  many  si-h(M.l^  u  li.  re  'ii., 

il     ID'  fanc\    penmanship  idea  was  exploileil,  a  great  deal  of  it  found 

11    JMii    '  its  way  into  the  hand  writing  of  the  students.     The  result   was 

that  thev  spent  their  lime  acc|uiring  abihty  to  make  flourishes 
which  would  not  be  tolerated  bv  any  business  man  on  his  books. 
A  giH«l  deal  of  the  teaching,  too.  in  schools  of  this  kind,  v  a.<  of 
the  -absent  treatment  '  kind  The  man  who  tUmrished  bird  tails 
and  engrossed  the  addresses  generally  had  his  time  pretty  well 
taken  up  with  this  kind  of  .rk  in  the  ollice  The  student  got  a  fag  end  of  his  time  and 
instruction  of  haphazard  pU.  . 

I'rom  the  (mtset  this  sc';  >  .1  ha-,  piil  I'ortli  the  most  strenuous  efforts  in  the  way  of 
giving  its  students  a  giK>d  plain,  legible  business  hand.  Instead  of  having  one  man  pose  as 
the  penman  to  the  exclusion  of  all  others,  we  have  endeavored,  while  maintaining  a  definite 
laad  to  tin-  department,  to  put  all  our  teachers  in  a  position  to  successfullv  handle  this 
work.  The  result  is  that,  during  the  penmanship  hour,  while  one  teacher  may  be  direct 
ing  the  c'^ort  from  the  blackl)oar<l.  the  others  are  working  in  and  out  among  the  students 
straightening  up  hands,  correcting  faultv  positions,  settiii«  copies,  and  in  general  giving 
our  students  that  close  persimal  supervision  that  marks  our  teaching  in  all  departments 
of  the  work. 

The  plan  of  presenting  the  subjict  is  that  laid  down  in  Sprotts  Metronomic  System 
of  Writing.  This  we  know  to  be  an  excellent  system,  as  il  was  developed  by  Mr.  Sprott 
from  his  every-<lay  experience  in  handling  penniansliip  in  our  own  school.  It  is  the  <mly 
complete  and  comprehensive  text  on  muscular  movement  writing  published  in  Canada, 
and  its  worth  is  well  evidenced  by  the  fact  that  it  finds  a  very  ready  sale  in  public  and 
high  schools  and  business  colleges  throughout  the  Dominion. 

We  have  all  writing  placed  in  a  writing  exercise  book.  This  consists  simply  of  ten 
cents  worth  of  the  finest  grade  foolscap  bound  in  a  manilla  cover.  The  morning  exercise 
is  generallv  spent  in  <leveloping  a  certain  principle  and  practising  a  certain  letter.  The 
afternoi>ii  exercise  is  devoted  to  a  copy  involvin-  the  letter  of  the  mornings  practice.  We 
also  <lirect  the  student's  home  practice  by  selling  a  definite  exercise  on  which  he  may 
oceiipv  himself  for  half  an   hour  in  the  evening 

All  work  that  is  done  by  the  student,  either  at  home  or  in  si-hool.  is  carefully  criti- 
cized bv  his  teachers.  FauUs  are  corrected  and  the  student  inspired  to  continued  effort. 
Thus.  <iav  bv  dax.  under  careful  guidance,  and  along  the  lines  of  an  approved  plan,  the 
cramped  and  illegible  hand  of  the  ordinary  student  is  developed  into  the  smooth,  legible 
and  rapid  hand  in  which  the  business  man  delights. 
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^apl6  Calculation 


KITINCi  and  rapid  figuring,  —these  ate  the  prime  essentials  with 
the  h  isiness  man.  We  have  already  sliown  how  we  teach  our 
young  people  to  write.  We  have  just  as  definite  a  plan  of 
presenting  the  matter  of  rapid  calculation.  This  plan  is  known 
as  Figure  Reading  or  Kapidity  in  the  Simple  Rules.  Like  our 
plan  of  presenting  writing,  it  is  the  result  of  a  long  experience  in 
handling  this  work  in  a  school  of  this  kind.  The  author,  Mr. 
i!=^;'~'  Mcintosh,  has  long  been  at  the  head  of  our  commercial  depart- 
'  '^  ment,  and  the  best  proof  of  the  merit  of  his  work  is  found  in  its 
ready  acceptance  by  business  schools  throughout  Canada. 

The  fundamental  idea  of  the  system  is  to  get  our  students 

to  handle  figures,  especially  in   the  simple  opcrati(m  of  addition. 

as  they  would  words  in  reading.     There  is  no  reason  why  it  should 

Ag  be  anv  harder  for  a  student   to  read  a  column  of  figures  than  it 

'J/'-  is  for  him  to  read  a  line  of  print.      It  is  all  a  matter  of  whether 

he  has  been  properly  taught  or  not. 

The  ordinary  plan  of  handling  addition  works  on  the  principle 
that,  if  a  colleetitm  of  figures  is  placed  before  a  sludcnl  with 
the  instruction  for  him  to  add,  and  that  if  he  keeps  at  it  long  enough,  he  will  learn  to 
add.  The  chances  are  that  the  figures  he  gets  the  first  day  will  be  just  as  dilVieult  as 
the  figures  he  gets  the  last  day  of  his  term.  No  attempt  is  made  to  systematize  the 
work.  This  plan  works  about  as  successfully  as  would  a  plan  of  teaching  arithmetic 
based  on  the  idea  of  opening  the  book  at  any  page  and  telling  the  student  to  wade  in. 

By  our  plan,  addition,  llumgh  it  may  sound  a  simple  thing,  is  treated  as  being  of 
prime  importance  to  the  student.  We  begin  the  work  at  the  beginning.  The  first 
exercise  is  concerned  uiih  but  two  figures,  1  and  J.  The  succeeding  exercises  will  be 
graded  carefullv.  While  on  the  simple  page,  where  the  mental  effort  of  addition  does 
not  amount  to  much,  students  are  schooled  in  the  idea  of  a  systematic  reading  of  the 
figures.  Absolute  regularity  is  insisted  upon.  Hefore  the  first  exercise  is  left  this 
lesson  of  reading  is  very  largely  learned.  As  the  figures  increase  in  difficulty  and  more 
mental  effort  is  required  to  name  the  sums  the  benefit  of  a  proper  habit  in  work  is  soon 
made  apparent.  ITtimately  our  students  are  able  to  read  a  column  of  any  length  and 
containing  figures  of  any  sire  with  the  same  speed  and  ease  that  they  wouUl  scan  a  line 
of  print. 

Practices  in  subtractiim,  nuiltiplication  and  division  are  carried  out  on  the  same 
well  ordered  linos.  Then  follows  a  thorough  course  in  such  short  methods  as  are  of  real 
value  to  the  student  in  business  calculation.  In  this  connecticm  we  carefully  avoid  loading 
the  student  with  a  lot  of  rules  that  are  applicable  to  very  few  cases  only.  What  we  teach 
him  in  the  way  of  short  rules  is  mainly  v.ith  ihe  idea  of  rapid  and  accurate  billing  in  view. 
For  instance,  the  ability  to  handle  discounts  rapidly  and  accurately  is  of  prime  im- 
portance to  the  young  man  or  woman  in  an  office.  In  fact  we  know  many  business  men 
in  Toronto  who  test  applicants  on  this  very  line  of  work  alone.  Our  daily  practice  in 
rapid  calculation  never  fails  to  give  the  student  practice  in  this  work.  Again,  checking 
foreign  invoices  or  handling  custom  house  work  makes  it  necessary  to  change  foreign 
currencies  into  our  own.  ICspecially  is  this  true  of  Sterling  incmey.  We  regularly 
give  our  students  practice  on  the  quickest  methods  of  converting  this  currency  into  our 
own.  And  so  it  is  with  all  the  figuring  required  in  an  office  The  closest  personal  touch 
with  the  largest  business  concerns  of  Toronto  makes  it  possible  for  us  to  give  our  students 
exacliv  the  line  of  training  that  they  will  most  need. 
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'K  teach  spelling.  Hear  in  mind  that  there  is  a  marked  differ- 
ence between  tei-ching  spelling  and  hearing  spelling.  By  our 
plan,  we  first  reduce  the  amount  of  work  to  be  done  to  a 
definite  basis.  It  may  surprise  some  to  learn  that,  cutting  out 
simple  words  of  the  "  hen  pen  men  "  variety,  we  have  left,  in  an 
ordinary  business  vocabulary,  not  more  than  (me  thousand  words, 
with  which  there  should  be  any  difficulty  in  spelling. 

One  thousand  words  means  work  for  the  average  time  in 
which  a  student  can  complete  a  course  in  any  department  of 
our  school.  We  take  fifty  words  a  week.  This  will  carry  us 
over  the  ground  in  the  time,  ami  give  us  ample  time  for  reviews 
of  a  general   nature. 

Our  plan  is  as  follows       On   Monday   the   teacher   takes  his 

place  before  the  students  with  a  list  of  twenty-five  words,  and 

notes  thereon,  in  hand.     For  the  first  fifteen  minutes  the  student 

has  nothing  to  do  but  take  in  the  instruction  given.     The  teacher 

takes  each  of  the  twenty-five  words  in  turn,  announces  the  «ord. 

places  it  on   the   board,   gives  the   meaning,   gives  an  illustration 

of  its  Use,  and  in  every  way  possil>le  tries  to  drive  home  a  conception  of  the  word.      This 

is  done  with  one  after  the  other  until  the  list  of  twenty  five  words  stands  on  the  board, 

thoroughly  taught   to  the  class. 

In  the  ne.xt  place,  the  teacher  erases  the  words  from  the  board  and  proceeds  to 
dictate  them  to  the  class.      The  student  writes  the  list  on  his  paper. 

The  student  retains  possession  of  his  paper  and,  as  a  home  exercise,  we  require 
him  to  write  on  the  same  sheet  the  same  list  of  words.  This  time  he  must  show  the 
division  of  the  words  into  syllables,  marking  the  accent.  In  a  third  column  he  writes 
the  meanings  of  the  words.  To  do  this  he  must  have  a  reference  book  and  dictionary. 
We  supply  him  with  Pitman's  Cumulative  Speller. 

On  Tuesday  the  student  brings  to  the  class  the  same  sheet  of  paper  that  he  used 
on  Monday.  The  teacher,  without  any  preliminary,  dictates  the  same  list  of  words 
that  were  taught  on  Monday.  The  student  writes  the  words  an<l  the  meanings  on  the 
back  of  the  sheet        The  list  is  then  gcme  over  and  the  errors  checked. 

The  student  is  then  required  to  re  write  each  misspelled  woni  three  times  at  the 
bottom  of  the  sheet  The  papers  are  then  collected,  and  the  teacher  has  an  oppor 
lunity,  at  his  leisure,  of  ins])ecting  the  work. 

Wednesday  and  Thursday  will  be  devoted  to  another  twenty  five  words.  Fridav 
is  review  day.  This  review  may  be  of  the  fifty  words  taken  during  the  week  or  a  list 
of  misspelled   words  for  a  longer  period. 

1  he  men  who  teach  spelling  in  our  school  have  not  one  of  the  easy  subjects  to 
handle.  To  properly  arrange  a  list  of  words,  and  to  know  them  in  such  a  way  as  to 
present  them  in  an  interesting  manner  to  the  class,  requires  close  studv  everv  dav  before 
facing  the  class.     The  students  are  interested  because  the  study  is  made  interesting. 

We  claim  for  this  system  the  following  points  of  superiority  :  It  is  a  <listinct  effort 
to  teach  the  work.       It  requires  the  teacher  to  put  forth  some  mental  effort. 

It  gives  the  teacher  a  chance  to  see  that  the  student  does  some  work.  It  tends  to 
form  the  dictionary  habit  so  necessary  to  shorthanders  especially.  It  ensures  a  vocabu- 
lary to  the  sludi  lit. 

We  believe  that  our  j  Ian  will  not  only  teach  spelling,  but  solve,  to  a  great  extent, 
the  problem  of  teaching  practical  English. 
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itrsonally  liis  parlicular  (Ulliciillius. 

As  in  all  dIIrt  (li])arlnunts  of  the  work  wc  inculcati'  the  idea  of  svstem  and  order. 
The  first  draft  of  a  solution  is  plaeed  in  a  work  hook  in  lead  pencil.  After  it  is  criticised 
by  the  teacher  it  is  placed  in  permanent  form  in  the  arithmetic  l)ook.  This  arithmetic 
book  becomes  at  the  end  of  his  term  a  permanent  reference  book  witli  tlie  student.  In  it 
he  has,  in  a  systematic  order,  all  the  c|uestions  of  his  complete  course  in  arithmetic.  Should 
he  become  rusty  on  any  part  of  the  work  and  lind  the  necessity  for  brushing  up  on  it  at 
any  time  in  his  actual  exijcrience,  he  knows  exactly  where  to  turn  for  the  information 
required. 

This  working  plan  which  the  student  has  in  his  hands  is  just  as  good  for  use  at  home 
as  it  is  in  school.  I'nder  our  plan  there  is  no  such  thing  as  a  student  running  oiii  of  work. 
Whether  at  home  or  in  school  the  line  upon  which  he  is  to  work  is  always  before  him. 

By  our  plan  also,  we  are  al)le  to  start  a  student  in  the  wi)rk  just  where  he  should  be 
started.  The  young  man  who  comes  in  with  a  poor  knowU-dge  of  the  simple  rules  does 
not  want  to  start  his  work  along  with  the  young  man  who  may  have  just  (juit  teaching 
to  enter  our  school.  Our  plan  makes  it  possible  after  a  minute's  talk  with  the  student  to 
start  him  in  arithmetic  where  he  should  be  started.  There  is  no  such  thing  in  our  plan  as 
a  student  feeling  discouraged  l)y  reascm  of  being  associated  with  others  and  requir  d  to  do 
work  that  is  beyond  his  powers.  We  value  our  plan  for  turning  out  dear-heade,  ,  sound- 
reasoning,  and  -elf  reliant  students.  Arithmetic  that  a  student  learns  with  us  is  the 
arithmetic  that  sticks. 

We  recommend  all  our  commerical  students  to  give  good  attention  to  their  arithmetic. 
Bookkeeping  is  not,  as  a  great  many  are  prone  to  think,  the  only  important  subject  in  a 
commercial  course.  A  business  man  in  asking  us  for  an  assistant  aUmg  commercial  lines 
seldom,  if  ever,  mentions  the  niatti-r  of  bookkeeping.  He  takes  that  for  granted.  He 
docs  almost  invariably  want  our  assurance  as  to  the  candidate's  fitness  in  figures. 

It  is  true  that  elemeiilury  work  in  accounts  will  re(|uire  onlv  elementary  work  in 
calculation,  but  if  advancement  is  to  be  made,  a  thorough  knowledge  of  Bank  Discount, 
Foreign  ICxchange,  Compound  Interest,  ICquation  of  Payments,  .Averaging  of  .Accounts, 
and  Partnership  Settlements  is  quite  indispensable. 
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'  Our*  U  a  System  School  " 
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/  ^^HP 1. 1.'   years   ago,   when    wc   published    our    catalogue,    the   above 

sentence  stood  upon  the  first  page  of  that  section  which  en- 
deavored to  give  a  description  of  the  system  which  obtained  in 
the  school.  To  day,  we  are  happy  to  say  that  more  than  ever 
we  are  entitled  to  rank  as     The  System  School." 

We  believe  system  should  begin  at  home.  It  has  always 
been  our  aim  in  our  own  office  to  present  to  students  a  foretaste 
of  what  they  might  expect  when  they  entered  <mr  class  rooms. 
Not  a  detail,  from  the  time  of  registration,  until  the  time  that 
a  student  finds  himself  in  the  class  room,  ready  to  begin  work, 
is  overlooked.  Every  item  in  the  way  of  handling  his  account, 
providing  for  his  stationery  supply,  directing  him  to  his 
proper  department,  and  giving  him  a  seat  in  that  department, 
has  been  the  subject  of  most  careful  thought  and  revision. 

Hollowing  this,  it  will  be  found  that  the  everyday  life  of 
the  student  brings  him  further  into  touch  with  a  ix-rfcct  working 
system.  There  is  system  in  the  allotment  of  work.  There  is 
system  in  the  method  of  handling  each  bn.nch  of  the  work.  There 
is  system  in  the  audit  of  the  work,  and  there  is  system  in  our  plan  of  safely  placing  students 
when  they  are  through  with  their  work.  It  follows  that  when  our  students  go  out  into 
positions,  they  have  little  to  learn  in  the  way  of  thoroughly  systematizing  every  effort 
or  adapting  themselves  to  any  system  in  vogue  in  the  house  to  which  they  may  be  assigned. 
To  no  one  source  can  we  trace  so  much  of  our  success,  as  to  this  idea  of  keeping 
thoroughly  abreast  with  the  latest  improvements  in  business  methods  and  of  throwing 
about  our  students,  every  day  they  stay  with  us,  an  air  of  business  system.  Students 
of  ours  are  not  expected  to  go  out  and  serve  an  apprenticeship  in  any  place  of  business 
in  order  to  get  experience.  They  are  experienced  when  they  graduate  from  our  school, 
and  as  such  are  ready,  immediately,  to  step  into  business  positions,  as  they  are  doing 
regularly  and  constantly  on  completing  our  prescribed  courses. 


"  Our*  I*  a  !du*ln«ss  School  " 

Our  constant  aim  is  to  instill  into  the  minds  of  our  students  the  fact  that  while  with 
us  they  are  serving  a  business  apprenticeship.  They  do  not  merely  come  to  school  every 
morning.  They  get  down  to  work  just  the  same  as  the  young  men  and  women  who  are 
working  in  the  many  offices  in  the  down-town  district. 

Our  teachers  are  not  teachers  so  much  as  they  are  heads  of  business  departments. 
They  plan  for,  direct  and  instruct  their  students  as  if  they  were  actually  engaged  in  a 
large  business  concern.  They  look  after  each  student  individually  as  if  he  or  she  were 
an  office  assistant,  help  them  over  their  dilTiculties,  inspire  tliem  to  do  neat,  accurate 
work  every  day  in  readiness  for  the  evening  audit  by  the  teacher.  Drop  into  our  rooms 
any  time  and  you  will  find  as  busy  and  quiet  a  scene  as  in  the  best  regulated  business 
concern  in  America.  Every  young  man  and  woman  knows,  aftt.  the  first  day,  just 
exactly  what  ma\-  he  done.  Our  plan  of  recording  work  and  allotting  the  same  puts 
everyone  of  our  employees  on  his  mettle  as  against  a  good  fair  average.  Every  visitor 
to  our  school  remarks  the  perfect  order  which  prevails  at  all  times  and  in  every  depart- 
ment of  our  institution, 
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There  is  aiisolutclv  no  confusion,  but  just   the  quiet,  busy  atmosphere  of  pleasant, 
cheerful  and  .nterestins  work  that  is  found  in  any  well  con.lucted  business  place.     The 
secret  of  this  is  simplv  plentv  of  work  in  bright,  comfortable  surroun-linRS.     When  you 
consider  that  at  different  periods  of  the  year  we  have  between  400  an.l  .^(H.  yom.K  people 
working,  and    that   we   make  use   of    10 
different  schoolrooms,  you  will  appreciate 
something  of  the  splendid  system  that  is 
responsible  for  this  business  like  condition 
of  affairs  in  our  great   School. 

Manv  of  the  leading  business  men  of 
the  Dominion,  and  of  this  city  in  par- 
ticular, who  have  sent  their  voung  people 
to  our  school  have  expressed  their  great 
appreciati(m  of  the  splendid  training  we 
give  in  business  ethics,  methods,  and 
customs.  They  value  this  feature  of  a 
practical  education  quite  as  much  as  the 
technical  side  of  it.  but  it  is  in  the  happy 
combinati<m  as  worked  out  by  us  that  the 
great  value  of  a  course  in  our  College  lies. 

Cb«  "too»e  T.«ttf  S?»Um 

Among  the  many    improvements  of 

late    years   adopted   by   bu  iness   men  in 

their    accounting    systems,    tliere    is    no 

system  which  has  been  more  pnxluctive 

of   labor  saving  benefits  than   the  Loose 

Leaf  Svstem.  . 

About  four  vears  ago  we  conceived  the  idea  that  tlie  only  possible  way  to  give  a 
student  the  conception  that  he  should  have  of  the  Loose  Leaf  device  was  to  make  such 
arrangements  as  would  enable  us  to  put  these  devices  into  the  bands  of  every  student, 
just  as  his  text  books  were  given  to  him,  as  part  of  his  supplies.  Ip  to  that  time  the 
onlv  opportunitv  that  the  business  college  student  had  of  getting  an  acquaintance  with  the 
Loose  Leaf  devices,  was  to  get  the  use  of  them  in  the  business  practice  ollices,  where  a  few 
might  be  kept  for  those  who  were  forf   .ate  enough  to  get  to  the  business  practice  stage 

of  the  work.  ,.       r        ,  t 

We  therefore  undertook  the  production  of  modern  Loose  Leaf  supplies  for  the  use  ol 
our  students,  and  now  provide  each  student  with  Loose  Leaf  Binders  complete  in  every 
detail  and  with  material  for  various  uses  of  the  Loose  Leaf  system.  These  form  as  much 
a  part  of  his  individual  supplies  as  his  pen  handles  are.  From  the  lirst  dav  he  is  with 
us  until  graduation  dav  he  is  using  the  Loose  Leaf  Le.lger  as  well  as  other  books 
embodving  this  system.  The  result  is  that  when  he  leaves  us  to  go  into  business  there 
is  nothing  for  him  to  learn  about  the  Lot,sc  Leaf  idea.  It  is  as  familiar  to  him  as  his 
pen-holder  or  lead  pencil. 

Under  this  svstem,  the  Bill  Clerk,  while  writing  the  bill,  makes  a  duplicate  on  a 
second  sheet,  bv  means  of  a  sheet  of  carton  paper.  Thus,  when  he  is  through  with  his 
work  of  making  out  his  bill,  he  has  one  sheet  ready  to  send  to  the  purchaser  or  customer, 
and  a  duplicate  which  may  be  kept  in  the  office  as  showing  exactly  what  the  old  Sales 
Books  would  show,  viz.,  the  detail  of  the  sale  made  to  the  customer. 


Till'  Louse  Leaf  Leilgcr 
lEiuh  StnileiU  has  his  ownt 


Of  course,  such  a  plan  as  this  necessarily  involves  the  idea  of  a  Binder,  in  which  to 
keep  track  of  all  these  duplicate  bills.  Such  a  Hinder  is  along  the  same  line  exactly  as 
the  binder  used  in  the  I-oo^^e  Leaf  Ledger  System.      It  may  differ  slightly  in  form,  but 

the  Idea  is  the  same.  It  is  intended  to  arrange,  in 
any  order  selected,  a  series  of  loose  leaves,  end  to 
afford  facilities  for  binding  or  removing  these  leaves 
.".om  the  binder  at  any  liir.e.  As  each  duplicate  hill 
is  ntered  in  the  hinder,  its  total  amount  is  carried  to 
a  s;ieet.  generally  kept  at  the  t)ack  of  the  binder, 
known  as  the  Kecapitulaticm  Sheet,  and  thus  affords 
an  easy  means  of  determining  every  day.  the  exact 
amount  of  merchandise  sold,  while  the  individual 
leaves  give  us  an  idea  of  the  persons  to  whom  these 
goods  are  sold,  and   the  charge  to  each  person. 

I  his  method  of  keeping  record  of  all   sales   either 

for  cash  or  otherwise  is  now  largely  used  by  mercantile 

_  j^^^^Hf  houses  and  is  one  in  which  our  commercial  graduates 


32to6«rn  (Tommlstion  ^Accounting 


ManifMkl   Bill  and  Charge  F.irtns 
lE,ich  Stinlt^nt  has  his  own  siij.plyi 


The  business  of  a  Commission  House  consists 
largely  of  handling  consignments  for  customers  on 
commission.  The  Loose  Leaf  idea  very  readily  adapts 
itself  to  this  line  of  accounting  also.  When  giMxIs  are  received  to  be  sold  on  commission 
a  memo,  is  made  on  a  pecially  prepared  loose  leaf  or  sheet.  From  time  to  time,  as 
charges  are  paid  or  a  sale  made  from  the  consignment,  appro,.riate  entries  are  also  made 
on  this  sheet.  When  sales  are  all  made  anf'  it  is  desired  to  render  an  Account  Sales,  the 
closing  charges  such  as  commission,  storage,  etc.,  are 
entered,  the  net  proceeds  are  figured  and  entered  and 
the  sheet  is  ready  to  be  sent  to  the  customer. 

As  all  writing  on  the  sheet  has  been  done  in  copv 
ing  ink.  an  impression  may  be  taken  in  the  Impression 
Account    Sales   Book.     The   leaf  is   then   sent   to  the 
consignor  with  a  check  or  draft  for  the  amount  oi  his 
net    proceeds,  unless  the  proceeds  are  placed  to  his  credit. 
The  impression  that   has  been  taken  remains  in  the  Com 
mission  House,  just  as  the  Charge  Sheet    in  the  Bill  and 
Charge  System  remains,  in  order  that  the  necessary  posting 
may  be  done  therefrom. 

In  taking  the  necessary  impression,  the  student  has  at 
his  disposal  either  the  roller  or  tht  flat  copying  press. 
He  leaves  his  desk,  puts  the  sheet  through  the  copying 
press  and  returns  to  his  position,  just  as  any  emplovee  in 
a  business  office  would  in  his  everydav  routine. 

That  our  students  soon  become  intensely  interested  in 
their  v.ork  will  be  apparent  even  at  this  stage.  Thev  soon 
realize  that  they  arc  not  pinned  to  a  scat  absorbing  a  lot  of 
dry  theory,  but  interested  participators  in  the  daily  work  of 
a  big  business  concern.  They  have  the  added  satisfaction 
of  knowing  that  the_.  ..re  in  no  sense  playing  at  business,  but  following  the  plans  and 
using  the  systems  and  materials  that  they  soon  expect  to  meet  in  the  business  ofTice. 
There  is  no  actual  busmess  practice  like  our  actual  business  practice. 
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Roller  t'opying  Press 

fUse,!  clailv  by  our  Stii'Ients) 


liiiuU' and  Folders  in  Drawir 
nf  Cabini.-l 


Tiling  St»l«m»  In  tb«lr  >l*laHon  to  tb«  "Kandllna 
of  Corrc*fondcnc« 

Nuturallv  in  :i  school  siicli  as  ours  tlit  mattiT  of  corrt-s|)oii<lciii.e  reciivis  a  larKi- 
imasure  of  atlintioii  in  l)olli  comnuroial  ami  sliorthaiid  dipartnuMits.  It  is  our  aim 
that  every  stmlinl  coinpUtiuK  our  c.mrse  slioulil  Ik-  al.U-  to  wrile  a  Kood  husim-ss  Utter, 
to  be  able  to  properly  arrau^e  ami  puiicluate  il,  and 
to  vouch  for  its  correctness  in  the  matter  i>f  practical 
KuKlrsh. 

Hut  the  work  of  the  correspondent  does  not  c^ase 
with  the  ability  to  write  letters.  lie  must  also  be 
able  to  svstenuitically  take  care  of  his  corresimiidence, 
and  the  linal  i)art  of  our  IrainiuK  in  this  de|)artment 
is  alouK  I  bat  line. 

As  in  the  case  of  the  loo^e  leaf  and  card  systems, 
we  do  not  leave  this  Iraininj;  to  a  matter  of  ollice  work 
which  may  or  may  not  be  attained  by  a  student, 
but  arrange  il  in  such  shape  that  his  individual 
practice  must  briuR  him  into  touch  with  the  lilinK  of 
these  letters.  Thei^  is  placed  at  the  disposal  of  the 
studc.it  in  his  inilr  idual  supplies  the  necessary 
(luantitv  of  business  letter  heads,  carbon  and  copying 

papers,  together  with  the  folders  which  are  retpured 
when  he  makes  use  of  the  fding  cabinet.  There  is  also 
placed  at  his  disposal  the  filing  cabinet  with  its  accom 
panying  index.  lie  is  instructed  to  make  use  of  the 
cabinet  in  just  the  same  way  that  an  employee  in  an 
olTice  would  make  use  of  it.  If  he  opens  correspond- 
ence with  a  customer,  which  the  routine  of  his  training 
in  this  line  will  require  him  to  do.  he  is  locpiired  in 
additi(m  to  getting  out  the  letter  to  get  out  a  copy  of 
it.  He  is  also  supplied  with  a  series  of  cards  for  the 
card  index  system.  These  cards  he  is  instructed  to  fill 
out  with  the  names  of  the  customers  to  whom  he  is 
w-.iting.  The  tray  for  this  index  is  before  him  and  he 
is  instructed  in  the  use  of  it.  The  cabinet  for  tiling 
correspondence  and  copies  of  correspondence  is  also 
before  him  and  he  is  instructed  in  the  use  of  it. 

As  with  other  systems,  we  feel  that  our  plan  of 
handling  the  student  leaves  no  detail  untouched  by 
which  the  student  may  get  into  ac  ual  touch  with  the 
every  day  olTice  routine.  If  it  should  be  the  case  in 
taking  a  position  that 
his  duties  make  it 
necessary  tor  him  to  attend  to  th.-  filing  of  the  corres 
pondcnce,  he  has  nothing  whatever  to  learn  in  the 
svstem  of  fding.  His  school  work  has  been  as  practical 
as  his  oflice  work  possibly  can  be.  Walking  from  his 
desk  in  the  ollice  to  his  fding  cabinet  and  making  u,c 
of  it  in  conjunction  with  th"  card  index  system  cannot 
p^^.jf,,,.  ho  different  from  walking  from  his  desk  in  the  school  room  to  the  filing  cabinet 
and  there  making  use  of  exactly  the  same  material. 


.\  ViTtiial   Filing  I'aliinct 
(Used  tiaily  by  our  Stmientsi 


Flat  Letter  Filing 


mmmm'mm'm 


mmrmrmm' 


Till'  cartl  systi'in  is  ri'ally  an  I'Xti'iision  of  thi' 

I.oiiM'  Leaf  iili-a.      TluTf  is  simply  a  ditlerftici'  in 

tlif   rnatirial   with  which   thf  idea  is  carried  out. 

The  card  system  uses,  instead  of  a  binder,  a  tray 

or  t)ox.      In  this  hox  are  index  cards  and  behind 

'Iiese  the  appropriate  ledger  carils  whicli  take  tlie 

olace  of   the  leaves  used  in   the  liM)se  leaf  ledger. 

1  this  ivay  the  ledger  as  kept  by  the  card  system 

IS  really  a  tray  full  of  cards.      These  cards  become 

easy  of  reference  by  means  of  the  index  cards,  whose  tabs 

stand  out  prominently  above    the    line   of    the    ledj;er   car<ls 

which  are  between   llieni. 

As  with  all  applications  of  the  I.<«)se  Leaf  idea,  wt 
believe  that  the  proper  plan  of  KivinK  a  stmlent  the  experi- 
ence he  should  have  with  the  card  system  is  to  K've  him 
his  own  supply  of  materials  for  this 
work.  Tt'e  result  is  that  students 
become  as  lamiliar  with  the  i<lea  of 
making  out  ledger  accounts  by  the 
card  system  and  of  tiling  these  cards 
in  the  tray,  as  they  are  with  the  use 
of  their  pens  and  pencils  in  every 
day  work. 

As  a  result  of  the  actual   experi 
ence  our  students  have  with  the  card  system  as 
adapted  to  ledger  work,  we  find  no  trouble  in  showing 
them  extensions  of  the  idea  in  all  its  business  applicati(ms. 

The  I'aril    Index 


Card  System  Tra\' 

(L's*-I  <l«i!y  tjy  mir  Stu-ifiit^ 


'd)c  7oUow-l^f  Sf  stem 


Sample  of  Follow-up  Card 


Business  concerns 
which  market  their  pro- 
duct on  the  mail  order 
line  must  neccssarily 
".lave  a  first  class  system 
of  following  up  every 
prospective  customer. 

It  will  be  necessary 
to  know  at  what  date 
the  name  of  the  pro- 
spective customer  was 
received,  to  know  that 
literature  was  sent  to 
him,  to  have  a  copy  of 
any  letters  sent  to  him, 
to  have  a  copy  of  any 
replies  received  from 
him.  and  to  make  pro 
vision   for   sending  out, 


after  Ihc  first  letter  is  sent,  a  series  of  what  are  known  as  Follow  Tp  letters. 

The  Filinu  System  that  we  have  just  deserihed  becomes  an  in<lis|H'n sable  feature 

in  suih  Follow  -  I'p  System. 
In  aililition  lo  tlic  lilinn  system, 
we  also  need  an  adaptation  of 
the  Card  System,  in  order  to 
keep  record  o(  the  information 
al«)ve  noted. 

The  everyday  practice  of 
our  students,  alcmK  the  line  of 
Corres|Kmdence,  gives  tlieni  a 
systematic  drilling  in  the  hand- 
ling of  a  Hollow  Ip  System. 
Tliev  are  re(|uired,  not  oidy 
to  draft  the  series  of  Utters 
re(|nired.  tmt  also  In  hanille  the 
Filing  Cal)inel  and  the  Ca'd 
System  in  conmction  with  such 
eorres(Mindence. 
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SarniiU'   ..f   OrcliT  Carii 


?lctall  !dllllns  anb  Cbarglna 


Our  students  get  a  thorough  drilling 


nection  with  retail  accounting, 
of  the  individual  sup])ly  of  each 
and  every  student. 

As  the  charge  tickets  from 
the  counter  cheok  l«ioks  come 
to  the  bookkeeper  the  items  are 
entered  directly  upon  a  bill 
form.  A  form  for  this  purpose 
consists  of  a  double  sheet  folded 
at  the  right  hand  side  and  per 
forated  for  easy  separation  when 
completed.  The  under  sheet  is 
wider  than  the  upper  sheet  id 
contains  punched  apertures  for 
fastening  the  sheets  either  in 
Loose  Leaf  Binder  or  in  Lvd- 
gerctte  Bill  File.  The  upper 
sheet  is  a  bill  or  statement,  the 
carbon  copy  underneutli  bsing 
a  sales  record.  This  plan  is 
along  the  same  lines  as  that 
explained  in  the  Bill  aiid  Charge 
System,  with  the  exception  that 
the  bin  sneet  and  the  statement 
sheet  are  attached,  to  permit  of 
entries  being  made  at  any  time 
during  the  month,  and  the  dup- 
licate falling  in  the  proper  place 
on  the  charge  sheet. 


.\s  in 


<in  the  iiuisl   up  to  (late  methods  used  in  con- 
[her  cases  the  material   for  such   work  is   part 
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This  plan  avi)i(ls  ilie  use  of  a  sales  tMM)k.  <I(h-s  away  wilti  an  iti-miwd  ledgrr,    and 

makes  anv  discrepancy  between  the  cliarxc  and  the  bill  iiniM>ssihle.      All  cash  payments 

and  credits  for  rcmkIs  returned  are  entered  in  the  credit  column. 

The  bills  being  made  out  in  full  up  to  date,  they  are  reaily  for  the  customer  at  any  time 
In  our  dailv  work  «c  illustrate  this  plan  in  det>iil.     As  IK-Iorc  mentioned  each  slwU-nt 

has  his  own  supply  of  material  for  the  work  and  has  the  op|x>rtunity  of  practising  the 

fding  either  in  an  appropriate  binder  or  in  a  led^erette  bill   file. 

>jfb«rt  Our  S;*Um  "^pf «al*  to  th<  !du«lnc**  Mtan 

We  use  in  the  course  of  our  business  trainitiK  an  olVue  practice  which  is  known  as 
"Oflice  Work"  or  Canadian  Hiiviness  Procedure  "  As  the  name  implies  it  is  a  Canadian 
work  drawn  from  the  re()uirenuiils  of  Canadian  business  men.  It  is  the  only  "Canadian 
Business  Practice  '  in  use  in  Canada  to  <lay.  In  preparinK  it  there  was  not  a  move 
made  unless  an  authority  was  consulted  in  the  matter.  Hid  the  practice  uiulcrtake  to 
teach  the  routine  of  ilealiiiK  with  a  bank  we  made  it  our  business  to  ccmsult  an  authority 
in  the  person  of  a  bank  inana(;er.  The  work  was  subject  to  his  revision  and  we  knew 
that  il  was  absolutelv  correct  as  far  as  this  matter  was  conccnied  What  is  true  "i  bank 
ing  is  e(|ually  true  of  procedure  in  dealing  with  Kxpress  Companies.  Real  Kstute  Com- 
panies, Insurance  Companies,  and  all  other  concerns  which  must  be  met  in  the  course 
of  an  actual  business  experience.  Some  idea  of  the  thoroughness  of  our  effort  in  this 
direcli<m   will  be  gathered   from   the  following  letters. 

THE  DOMINION  EXPRESS  CO, 

('■I.  Nfmi.  .\i;ks  r\  Dkhi  I  .  TiiKo.v  if    ()m  .  Man  li  L'Sth.   H"ili. 
("kntk-M.    Bl'slNKss  ("oLLKiiK.  Yungc  and  tftTnifd  Sts..  ToftJlUo. 

Dkar  SiKs.  I  have  liMiked  int.)  that  portion  nf  ycmr  boi.k  ■(mki-  W.irk  pertaininj;  t.i  Express 
wcirk  and  tind  it   f.\efllt'nt 

No  matter  what  eiiminenial  pitsitlon  a  v<nill>;  tiiaii  jna\  assume,  a  kri  '"led^e  <>f  ICxpress  Tllallers 
will  prove  i>f  tireat  use  ti.  hmi.  and  I  cannot  imagine  anything  letter  or  mor-  lielpful  than  the  instruiti'.n 
contained  in  this  jiart   of  your  luxik. 

Yours  trulv. 

.\,  C,    (WKRl'TUKKS    ' '.isluer  IJom,  Exp.  Co  v  .  Toronto 

THE  BROWN  BROTHERS,  Limited. 

(mi'ortkrs.   Whoi.ks.ai.k    <m>  M.\NfnrriHiM;  Statiom.ks. 

,'>l-.Vi  WelluiKton  St  .  \V,.  ToHo.sro.  O.vr..  Manh  -Jiith.   I'.niil. 

Cknthal   BesiNKss  ('oi.i.kc.k.  Yonge  and  (lerrard  Sts.,  Tonjnt«<. 

(Iknti-KMKN.  -We  have  had  the  pleasure  of  carefully  examining  your  business  jiraetiee  for 
junior  students,  entitled  "OlVKe  Work."  We  U-s;  to  state' that  those  lofms  lieariiij;  .  ir  name  have 
iK'en  u.sed  with  our  permission.  The  instruction  in  this  practice  and  the  business  pri>cedure  so  far 
as  it  relates  to  our  line  of  business  is  strictly  in  accord  \Mth  the  methods  followed  by  our  firm.  ,ind 
we  have  therefon*  no  hesitation   in  reeommendin^  this  work   to  ancone 

Yours  ver>'  truly, 

THK   HKdWN    HKOTHKRS.   1.imi!K1). 
Per  R    \    Brown. 


PlaNIS    :     ToKoNTo    MOMKKAL. 

GRIP,  LIMITED. 

Toronto,   ('anaoa. 

TokON 

St.  W. 

o.   March  L'lltl 

Artists  ^ "' 

URSIr.\F-BS 

e.vcbavehs 

Makbrs  ok 

.\dvertising 

("kntkal    BrslNHss  Colleuk,  Von>;e  and  tlerranl  .Sts.,  Tonmto, 

1)KAR  Sirs,  —  We   have  examined   "OtVice  Work  "   or  "'.Actual   Canadian  Bu-ness  Pr<Kcdure 
we  liej;   to  state  that  the  handling  of  business  papers  and  the  business  procedure     i  this  practice, 
as  it  relates  to  our  business,  is  strictly  in  accord  witli  the  methods  followed  in  our  office.      We 
therefore    no  hesitation  in  retommendin^  this  work  to  those  ^.  'lools  which   ;ir.-  desinms  of   exte 
to  pupils  the  ojiportunitv    of  getting  practical  office  experience  while  studying  at  school. 

Yours  very  truly.  GRIP.    I.IMITIUJ. 

I'erCi.  .\.  HowKi.l,.  .Manajjinj;  Direc 
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"  and 

so  far 

ha\e 

ndin;; 


Our  "ISuM  Sr*t«M 
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Oiif  of  the  features  of  (uir  daily 
atiiimK  our  students  that  thi  ■•  are  not  si 
ccincern.  is  our  daih  audit  ol  all 
work  that  isdo''-  ')V  the  student. 
In  the  Lo   •   i' rcial  depart- 
ment, for  example,  every  simlent 
arranges  to  hand  in  all  the  work 
that    he    has  eonipleted.  at   the 
hour    for    elosinj;.       When    the 
students  have  left,  and  the  stuff 
is   thus  free   from  its    duties  in 
the  sthiKilroom.  the  leaehers  are 
at  libertv,  in    the   (juiet    of    lhe( 
audit   riM)m.  to  make  a  caielul 
examination  of  every  part  of  i1h»' 
work  that  is  done.      I'lis  audit 
is    primarily    intended     to 
thoroughly  check   all    the  work 
that    has   been   dime   in    liook 
keepinj;.   hut   it   apjilii  s  ecpiallv 
as  well  to  all  the  work  handled 
in   wriliiiR,  spi'linj;.  arithmetic. 
and    correspondence.        The 
teacher    who  has  charge  of  tin- 
audit  room    is  <|ualil"ied   for  his 
work.  luit  (mlv   hv  u 
thorough     experience 
along  the  line  of 
schiKil  work. 


wiirk.   which  serve-i  to  strengthen   the  iiupresMon 
nnich  students  in  a  school  a^  employes  in  a  business 


CIUTICISM'S 

ttmrm  HUt  tMp  Willi  tMf  «*•■  •*•  /tKmmlma 
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C<^CC/«i^'r'->^-^^*^i^^M^ 


Placine  1-ctt 
Folder  lur  t 


^  in 
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saniiili-  "f  "iir  .Auilil  Slip 

but  also  b>  a  wide  experience  in  some 
of  the  best  business  concerns  of  the 
Province.  The  audit  is  undertaken  just 
as  it  would  be  by  any  audit  firm 
undertaking  the  examination  of  the 
hooks  of   a  business  house. 

1  he    result    of    this    work    is    that 
next  morning  every  student  has  on  his 
desk  either  a  certified  record  as  to  the 
completeness    and    correctness    of    the 
ivork  handed  in.  or  an  audit  slip  noting 
111  what  particulars  his  work  has   been 
umnd  wanting,  and  suggesting  the  means 
of  correction.      Those  who  have  a  cor- 
rect  record   are   at   liberty  to   follow  the  next 
section  of  the  work.      Those  who  have  had  an 
audit  slip  returned  will  first  see  that  the  correc- 
tions suggested  are  made,  and  the  book-  returned 
for    certification,    bnore    proceeding    with    the 
next  section. 


■^: 
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'E  have  no  more  pleasing  assurance  of  the  progressive  and  sound 
nature  of  our  work  than  the  growth  of  the  Shorthand  Depart- 
ment. In  no  department  do  we  have  to  meet  so  many  forms 
o(  competition.  In  no  department  do  we  see  such  yearly 
evidences  of  approval.  This  year,  when  it  would  seem  harder 
than  CMT  to  better  our  record  of  previous  years,  the  opening 
month  of  the  Fall  term  shows  LSI  students  registered  in  this 
,^(  department,  an  increase  of  1.5','  over  last  year's  registration 
for  the  same  month. 

It  may  be  said  that  there  is  no  merit  in  mere  years  or 
numbers.  In  the  light  of  the  surrounding  facts  there  is  at 
least  food  for  reflection  in  them.  Students  are  under  no  obliga- 
tion to  patronize  the  Central  Business  College.  In  the  school 
'  business,  as  in  any  other  business,  there  is  a  free  field  and  no 
'  favor.  In  the  field  we  find  all  kinds  of  rivals.  There  is  the 
patent  system  man,  who  would  eliminate  all  mental  eflfort,  and 
make  it  as  easy  to  learn  shorthand  as  to  inhale  air.  There  is 
^■^  the  get -rich-quick  man,  who  would  teach  it  all  while  you  wait. 
There  is  the  expert  chap,  than  whom  no  one  is  supposed  to  know  more  about  teaching 
shorthand,  and  who  would  carry  his  students  into  regions  far  beyond  the  ken  of  the  mere 
business  school.  In  the  face  of  these,  there  is  our  attendance.  The  intending  student 
may  well  ask  himself,  why  ? 

We  may  be  excused  for  calling  attention  to  the  very  obvious  reasons.  In  the  first 
place,  we  are  not  experimenting  with  our  students  with  fads.  We  teach  the  Isaac  Pitman 
System  of  Shorthand,  the  standard  the  world  over,  and  the  system  authorized  bv  the 
Department  of  Education  for  use  in  Public  and  High  Schools  and  Collegiate  Institutes. 
It  is  the  system  which,  in  the  speed  contests  o."  r- cent  years,  has  easily  demonstrated 
its  superiority  over  all  other  systems. 

In  the  second  place,  we  have  placed  the  shorthand  school  in  the  hands  of  a  staff 
of  teachers  of  ripe  experience  and  undoubte<l  teaching  ability.  In  Mr  Claffey,  the  head 
of  the  department,  we  have  a  shorthand  enthusiast.  Not  only  does  he  possess  a  thorough 
mastery  of  his  subject,  but  he  also  has  the  true  teacher's  power  of  imparting  that 
knowledge  to  his  students.  Combined  with  this,  we  find  executive  ability  of  a  high 
order,  fitting  him  for  the  task  of  organizing  the  work  of  the  school  so  as  to  get  well- 
directed  and  enthusiastic  effort  from  his  students. 

And  here  we  find  the  third  reason  for  the  success  of  the  school  a  thoroughly 
systematized  working  plan,  with  the  individual  as  the  unit  and  not  the  class.  The  very 
first  day  that  the  student  is  with  us  there  is  placed  in  his  hands  a  working  plan.  Short- 
Hand  writing  is  only  learned  by  writing.  To  know  what  to  do  and  how  to  make  his 
elTort  tell  to  the  best  advantage  is  of  prime  importance  to  the  student. 

One  very  encouraging  feature  of  this  working  plan  is  that  it  calls  for  work  from 
teacher  as  well  as  from  student.  Our  plan  is  not  so  much  "work  for  us"  as  "work  with 
us."  Everything  the  student  does  is  subjeot  to  careful  examination.  Mistakes  are 
noted  and  the  student  given  the  benefit  of  immediate  correction  ami  criticism. 

Another  very  interesting  feature  of  our  plan  is  that  speed  practice,  or  the  actual 
writing  of  shorthand,  is  handled  right  from  the  outset  of  the  course.  pour  or  five 
lessons  are  sulTicient  to  give  the  student  control  of  outlines  enough  to  enable  him  to 
write  simple  sentences.       From  that  on,  sjieed  and  theory  go  hand  in  hand. 
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Here  is  one  place  where  our  students  realize 

the  importance  of  being  under   the  guidance  of 

a  real  master  of  his  subject.     Mr.  Claffey's  special 

theory  on  how  to  attain  speed  and  keep  it.  by 

individual  practice,  is  introduced  from  the  first, 

and    students   from    the   outset    are    reaping    the 

benefit  of  the  most  logical,  most  interesting,  and 

most     advanced    idea    known     to    phonographic 

instruction.     It  robs  the  study  of  that  drudgery 

so  often  felt  by  students  in  the  hands  of  unskilled 

teachers,  and   we  have  at  once  cheerful  workers 

along  lines  that   make  for  absolute  success. 

This  drill    puts   the   student   on   his   mettle, 

and  brings  out   the  best   that  is  in  him.      He  is 

the   pleased    witness   of   his  own   daily   advance 

mcnt,    which    inspires    him    and    impels    him    to 

greiiter     effort.      As     a     consequence,     we     have 

students  who  can  write  KM)  words  a  minute,  or 
better,  up<m  the  completion  of  the  theory  course. 

This  rate  is  easily  advanced  to  12.")  words,  or 
better,  before  the  student  is  through  with  his 
actual  business  training  in  the  model  office. 

Even  the  wielding  of  the  pencil  and  the 
proper  muscular  development  required  to  get  the 
greatest  speed  with  the  greatest  ease  receives 
due  attention  in  our  course.  Our  students  are 
thoroughly  drilled  along  the  same  lines  as  our 
ordinary  penmanship  students  are  drilled,  with 
the  intent  of  teaching  them  proper  [josition,  pen- 
holding  and  movement.  This  work  is  necessarily 
adapted  to  the  needs  of  shorthand  students.  The 
teacher  who  handles  this  work  is  a  thorough  pen- 
man skilled  in  the  teaching  of  longhand,  but  also 
possessing  a  thorough  knowledge  of  the  needs  of 
shorthand  students. 

Then  the  stenographer's  duties  consist  largely  of  taking  notes,  which  must  be  repro 
duced  in  the  shape  of  presentable  letters  ready  to  be  sent  out  to  correspondents.     Not 
only  must  the  spelling  be  correct,  but  also  the  arrangement  of  the  letter,  its  paragraphing, 
punctuation  and  grammatical  construction.     .\  thorough  course  along  these  lines  is  also 
given  in  connection  with  our  training  of  stenographers. 

The  stenographer  skilled  in  the  use  of  loose  leaf  and  filing  systems  is  becoming  a 
necessity.  The  work  of  billing  is  being  almost  entirely  transferred  to  the  stenographer. 
This  means  an  ability  to  handle  simple  calculations  with  accuracy  and  despatch.  Students 
in  our  Shorthand  Department  are  given  instruction  along  these  lines.  Reference  to  our 
articles  on  rapid  calculation  and  modern  methods  will  show  how  compkie  is  our  course 
of  instruction  in  these  subjects.  This  is  a  feature  which  is  only  enjoyed  by  students  who 
are  working  in  a  shorthand  school  which  is  affiliated  with  a  strong  business  school,  such 
as  we  have  in  the  Central   Business  College. 
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typewriting 


"Iff         P^—\  r~^^'^  Typewriting  Department  might  well  be  called  the  mechanical 

J I    {  department  of  the  stenographer's  instruction.     It  has  to  do  with 

all  the  means  by  which  the  stenographer's  work  is  reproduced. 

It  really  includes  the  junior  and  senior  typewriting  rooms  and 

the  model  ofFice. 

In  the  introductory  stages  of  the  work  we  use  the  touch 
system  of  typewriting  as  demonstrated  in  the  text,  "A  Practical 
Course  in  Touch  Typewriting."  by  Chas,  E.  Smith.  It  is  an 
indication  of  the  calibre  of  ■■  -  work  and  of  the  teachers  we  employ 
that  Mr.  Smith  is  a  forn^.r  teacher  of  ours.  It  was  while  with  us 
,  that  he  largely  completed  '.lie  course  of  lessons  which  were  later 
in  New  York  embodied  in  the  present  system.  It  was  under 
Mr.  Smith's  instruction,  based  on  this  system,  that  Miss  Rose  Fritz, 
the  present  World's  Champion  Typist,  was  prepared  for  her  first 
championship  lest.  As  in  shorthand,  we  are  not  experimenting 
with  our  students,  but  training  them  under  a  system  of  demon- 
strated worth. 

When  our  students  are  well  schooled  in  the  use  and  care  of 
the  machine,  they  are  piloted  through  a  course  of  "Office  Routine;  A  Canadian  Business 
Practice  for  Stenographers."  This  is  intended  to  give  them  a  practical  knowledge  of  the 
details  of  office  work,  and  an  experience  in  business  methods.  It  is  here  that  the  student 
reaps  the  benefit  of  our  instruction  in  modern  accounting  systems,  and  gets  a  sound  con- 
ception of  the  stenographer's  connecti(m  with  the  accounting  department.  These  have 
all  been  fully  described  in  our  article  on  modern  methods,  and  under  present  day  con- 
ditions interest  a  stenographer  almost  as  nuich  as  a  bookkeeper.  In  handling  loose  leaf 
appliances,  manifold  bill  and  charge  materials,  card  systems  and  filing  devices,  our 
shorthand  students  are  given  the  benefit  of  the  same  instruction  that  has  for  years  made 
our  commercial  department  famous  as  the  home  of  modern  methods. 

The  culmination  of  the  stenographer's  experience  is  obtained  in  our  model  office. 
Here  we  put  at  the  disposal  of  the  student,  not  only  typewriting  machines,  but  all  the 
equipment  of  the  modern  office.  This  includes  rollfr  and  flat  copying  presses,  mimeo- 
graphing appliances  of  both  flat  bed  and  neostyle  forms,  billing  machines,  filing  cabinets 
with  their  accompanying  card  indexes,  in  short,  everything  that  the  student  will  be  re- 
quired to  use  in  the  most  up  to-date  oflice.  This  department  is  under  the  control  of  a 
teacher  who  possesses,  not  only  splendid  teaching  ability,  but  also  thorough  experience 
as  a  stenographer.  The  teacher  who  has  charge  of  this  work  is  the  holder  of  a  first  class 
professional  certificate,  with  Ontario  Normal  College  training.  From  the  standpoint  of 
spelling  nd  grammatical  construction,  students  are  assured  of  the  most  thorough  criticism 
of  their  work.  In  the  matter  of  taking  dictation,  transcribing  the  same  on  the  machine, 
or  using  an\  of  the  ofliee  appliances  mentioned,  they  arc  assured  of  just  the  same  thorough 
instruction  and  criticism. 

The  basis  of  the  work  done  in  this  model  office  is  the  correspondence  that  actuallv 
goes  out  from  our  own  office.  Students  in  this  advanced  work  are  given  the  privilege  of 
taking  (Hctation  from  the  President,  Vice  President,  or  Secretary,  and  under  the  super- 
vision of  the  teacher  in  charge,  of  handling  this  work  just  as  they  would  be  expected  to 
handle  it  in  an  ordinary  office. 

It  will  thus  be  seen  that  in  shorthand  and  typewriting  we  have  both  the  teachers 
and  the  equipment  capable  of  turning  out  stenographers  of  the  very  highest  grade  of  at- 
tainment. 
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^HE  same  system  which  in  the  Commercial  School  and  the  School 
of  Shorthand  is  intended  to  give  each  student  actual  experience 
with  the  most  up-to  date  conditions  will  be  found  to  prevail  in 
the  School  of  Telegraph  v. 

The  equipment  of  this  school  includ-js  in  everv  detail  the 
material  that  must  be  handled  bv  the  operator,  either  in  a  com- 
mercial or  railway  office.  We  would  draw  special  attention  to  the 
equipment  by  which  we  thoroughly  qualifv  our  railwav  operators 
Making  a  circuit  of  the  department  we  have  a  model  railwav. 
1  his  railway  is  in  every  respect  an  exact  counterpart  or  model  of 
the  actual  sing.c  track  system.  It  consists  of  T  rails  laid  upon 
sleepers.  Four  stations  are  situated  at  convenient  intervals  in  the 
circuit.  These  stations  are  protect.-!  on  either  side  bv  sema- 
phores. Kach  yard  has  both  main  line  and  siding,  connected  one 
with  tl,  •  other  by  switches.  The  offices  in  the  stations  are  con- 
nected by  a  regular  relay  ".ine  strung  upon  telegraph  poles  as  thev 
are  ordinarii\  foui  d  running  beside  a  railway  right  of  way. 

The  gentleman  who  has  charge  of  instructing  the  students  in 
this  work.  Mr.  T.  J.  Johnston,  is  a  dcspatcher  of  actual  railwav 
experierce.      All  the  lorms  that  we  use  in  handling  train  orders  are  exact  counterparts 
ot  the  (.rand   1  runk  and  Canadian  Pacific  foims. 

There  is  not  a  detail  of  the  operators  duties  that  is  not  possible  of  illustration  in  our 

school.     Trains  are  run.  meets  are  made,  ordtrs  are  taken.  P-i  trains  handled  in  exactly 

he   same  way  as  they  would  be  in  an  ordinary  station.     It  is  impossible  for  a  student 

to  complete  the  course  in  our  school  and  not  have  a  thorough  understanding  of  railwav 

operating.  " 

Our  school  is  supplied  with  the  official  rule  books  of  both  the  C.rand  Trunk  and  the 
Canadian  Pacific  railwav  systems.  Our  students  are  given  dailv  instruction  in  Train  and 
Railroad  Rules  Train  Signals  and  Train  Orders.  Our  examinations  along  these  lines  are 
reproductions  of  the  official  examinations  set  by  the  railroads.  A  graduate  who  has  suc- 
ceeded on  our  wntten  test  has  nothing  to  do  on  presenting  himself  to  the  Chief  Despatcher 
but  re  write  the  test  on  which  he  was  examined  for  our  diploma 

Our  Commercial  Telegraphy  Department  is  just  as  complete  and  practical  as  our 
Railway  Department.  The  same  care  has  been  exercised  in  securing  the  services  of  a 
thoroughly  competent  operator  of  guaranteed  experience  and  abilitv,  an.l  in  providing  a 
course  which  covers  every  detail  of  an  operators  dailv  experience 

Sending  and  receiving  are  taught  just  as  thoroughly  as  in  the  Railwav  Departments 
In  addition  to  this  daily  practice  is  given  on  the  use  of  the  Tariff  Book  and  of  the  manv 
.I.ITerent  forms  and  reports  which  the  operator  must  use  The  Central  School  of  Tele- 
graphy provides  ,ts  students  with  the  following  books  and  forms,  exact  copies  of  those 
.n  regular  use  .„  telegraph  offices,  and  thoroughly  .IriMs  its  students  on  their  use-  T  iriff 
Book.  Day  ncK,k.  Daily  Account  of  Business,  Check  Ledger.  Check  Report.  Free 
Message  Report,  Cash  Remittance  Note.  Message  Blanks.  Dailv  Report  of  Business, 
Daily  Cash   Remittance   Vote. 

When  it  is  underst.K,d  tliat  no  operator,  however  well  skilled  in  sending  and  receiving, 
can  hold  an  office  unless  he  is  able  to  keep  the  office  records,  the  superiority  of  our  course 
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3fow"Con9T>o«5'3t  ^ake? 


'E  can  understand  why  parents  and  students  wish  to  know  about 
how  long  it  is  going  to  take  to  complete  a  course  in  either  depart- 
ment of  our  school.  For  that  reason  we  will  try  to  the  best  of 
our  ability  to  place  some  facts  before  them  that  will  enable  them 
to  reach  a  decision  on  this  point. 

In  the  first  place,  it  may  be  safelv  taken  for  granted  that 
the  record  of  our  school,  as  herein  set  forth,  is  certain  evidence 
of  the  fact  that  we  are  successfully  training  young  men  and 
women  as  business  men  want  them  trained.  It  may  also  be 
taken  for  granted  that  by  our  individual  system  of  instruction, 
as  herein  described,  every  possible  facility  is  given  to  the  student 
to  make  the  n.ost  rapid  advancement  possible. 

We  may  also  be  permitted  to  bring  to  your  notice  two  other 
facts  Business  men  are  demanding  more  and  more  of  those 
who  undertake  work  in  business  offices.  f)ur  experience  also 
shows  us  that  those  who  are  undertaking  this  work  in  business 

schools  arc  to-day,  on  the  average,  younger  than  were  the  students 

of  five  or  ten  vears  ago. 
With  these  facts  before  us  we  feel  it  our  duty  to  candidlv  state  to  the  parent  and 
to  the  student  that  reasonable  time  must  be  allowed  in  which  to  reach  the  perfection  that 
business  men  demand.  There  was  a  time  when  six  months  was  considered  a  prettv 
fair  average.  The  ordinary  student  to  day,  however,  would  be  better  if  left  with  us 
for  the  school  year  of  ten  months. 

Now,  we  know  just  as  well  as  the  reader  does,  all  the  stories  that  are  told  of  what  so 
and  so  did  live  years  ago.  and  what  the  patent  method  chap  is  doinr  to-dav  Neither 
of  these  can  be  taken  as  a  rule  by  which  to  measure.  What  was  required  of  an  assistant 
in  an  office  five  years  ago  is  not  what  is  required  to-dav.  The  patent  system  man 
generally  trades  on  the  credulity  of  those  who  do  not  know  the  real  condition  of  ahairs 
One  of^  his  strong  claims  to  patronage  is  that,  by  his  plan,  shorthand,  for  instance,  can  be 
learned  in  thirty  days.  He  forgets  to  be  fair  to  the  public,  however,  in  not  stating  .at 
shorthand  to-day  does  not  constitute  in  itself  om  .urth  of  the  education  required  jt 
the  up-to-date  stenographer.  Consider  that  a  stenographer  has  to  be  thoroughly  grounded 
in  tnghsh,  punctuation,  spelling,  composition,  and  in  addition  to  this  must  know  how 
to  use  all  the  machinery  of  an  office,  including  the  typewriter,  the  -i-..neograph,  the 
neostyle.  the  roller  and  flat  copier,  and  the  card  filing  system,  and  in  addition  to  this 
must  be  prepared  to  undertake  a  great  deal  of  the  work  that  used  ..  ..^long  to  the  book- 
keeping department,  such  as  handling  all  the  billing,  -he  ^-.a^  ng  up  of  pav  rolls  and  so 
on.  It  "111  then  be  understood  how  deceptive  is  .he  claim  that  a  stenographer  may  be 
taught  by  any  thirty  day  plan. 

We  have  had  students  complete  the  work  of  a  department  in  less  than  six  months- 
time,  bome  have  managed  it  in  six  mon'hs,  but  to  be  fair  with  the  public  we  feel  bound 
to  state  that  the  average  student  will  not  become  any  too  well  prepared  for  the  duties 
of  the  modern  business  office  if  left  with  us  for  the  longer  period  of  ten  months  or  a 
school  year. 

Those  who  are  going  up  for  the  Commercial  Specialists  Examination  will  do  well  to 
arrange  for  a  year  with  us.  The  course  has  been  materially  lengthened  within  the  past 
two  years  and  we  simply  speak  from  the  experience  of  those  who  have  been  successful 
on  the  examination  and  know  what  there  is  in  the  course.  Those  who  are  preparing  for 
business  college  teaching  should  spend  the  same  time  on  the  work 
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^_— I   _i^^Hl':  employment  department   is  one  of  the  im|X)rtaiit  features  of 
I   I  our  office.      The  \v<irk  of  this  department  is  largely  a  matter  of 

I   I  fitting  the  right  person  into  the  right  place. 

As  we  have  shown,  we  keep  an  individual  record  of  each 
and  every  student  in  the  sehtK)l.  It  is  an  easy  matter  for  us 
when  a  student  is  through  with  his  course  to  tell  just  exactly 
what  his  abilities  are.  and  the  position  for  which  he  is  best 
suited.  The  card  system  trays,  which  show  the  continuous 
reports  of  all  students,  are  constantly  at  the  elbow  of  the  employ- 
ment man. 

As  each  student  signifies  an  intention  of  going  out  to  a 
position  he  is  asked  to  fill  out  a  form  which,  under  the  loose- 
leaf  system,  is  filed  according  to  the  department  and  according 
to  the  standing  of  the  student  by  his  record  card. 

As  telephone  calls  or  letters  from  business  men  are  received, 
all  the  data  concerning  positions  vacant  is  noted  on  a  blank 
which  is  also  filed.  Thus  we  have  before  us  the  requests  for 
competent  help,  and  on  the  other  hand,  the  list  of  students  who 
may  be  considered  fitted  to  go  out  into  positions.  Hringing  the  two  together  we  endeavor 
to  make  a  proper  selection. 

We  append  herewith  a  statement  taken  from  the  records  of  the  employment  depart- 
ment. It  shows  clearly  a  condition  of  affairs  that  has  obtained  with  us  for  many  years. 
There  are  more  positions  available  by  far  than  there  are  students  registered.  We  have 
never  in  the  fifteen  years  of  our  existence  failed  to  place  our  graduates.  We  will  go 
further  than  this,  and  say  that  we  have  never  failed  to  place  even  our  undergraduates 
who  were  at  all  fitted  to  be  recommended.  This  record  we  can  assure  you  will  be  lived 
up  to  in  the  years  that  are  to  c.ime. 


Month. 
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1906-1907 

Record  of  day  school  registrations,  and  also  of  positions  available  to  our  students. 

Day  School 

REr.ISTR.\TIONS. 

151 
59 
52 
19 

166 
38 
29 
39 
23 
22 
23 
11 

171 


September 59 

October 55 

November. .  . 65 

December 66 

January 72 

February ....                    83 

March 84 

April 92 

May 80 

June 69 

July.                                        84 

August 85 


967 


55 
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Students  from  a1>\stancz 


\K  of  the  most  pIiasiriK  assurances  that  we  have  of  the  real 
worth  of  our  sch(K)l  is  found  in  our  ever  increasing  attendance 
of  students  from  outside  our  own  Province.  During  February, 
l!M)7,  we  had  no  less  than  twenty  four  of  such  students.  They 
came  from  .Masku  on  the  north  to  Costa  Rica  on  the  south, 
Irom  \ewf(iun<IIand  on  the  east  to  Hritish  Columbia  on  the  west. 

In  conunou  with  the  g'ncral  practice  of  our  students,  photo 
graplis  were  left  with  us  as  pleasant  reminder^  of  tliiir  aswu-ia 
lion  with  us.  We  have  much  pleasure  in  prisentiuK  a  repro- 
duction of  the  faces  and  in  givini;  the  nanus  of  the  twenty  four 
above  referred   to. 


I 


I 


.\i-^-   M,   ('an;is.      . 
Winnifri<I   Kiiynur. 
I.nui..^i.   Iic,\\(|riilj;c. 
K"st'  .M.   Ravnur. 

•">.   \V.   H.   Millar.        . 

II     H.llc  M>  K.'nzi.-. 

7.   Stanley   TlIliT. 

.s.   Florcnif  lludsun. 

II.    Frames  Calclwell. 
Ill    Harry  .\I.   Kinj;. 
II.  .\.  !■:.  C.Mui;!,, 
ILV  A.  K    KKliarilK.,n. 
I;!,    lames   Manehester. 
I  1.   Hiiyh   M,  .\Tmieh, 
1."i,  ('..  11    Cram. 
Hi,    Harul.l   K,,aeh.       . 
17.    Stanley   A.   Dunean, 
IS    .\li\an(ler  Grant. 
I'.i.   .\.  K.   Bnnen. 
Jli.    I.inus  McCnndle. 
L'l     .\.   H    Reesor. 
L'J     I'liilip  Calliene. 
2':.    Winnifri'd  Feri;iisi.n. 
-I    j     M     lU'nikrson. 


San  Jus-.    Cisla   Kiea. 

Kel.iwnee.    B  I'. 

Pletull.    N.S. 

Kelc.wnee.    B.C. 

I)a^^■S(.Il.    \'uk<)n. 

Slo;l);htun.    Sask. 

Biinavista  Bay.  \e»  f,jundlan<i. 

«'i>neeptiiin  Bay.  Newfoundland. 

Huntinj;il.in,  (Jiie. 

Ksttvan.  Sask. 

Francis.  Sask. 

Winniijoj;.    Man. 

St.    Kitts.    B.W.  In. lies. 

Swan  River.   Man. 

.New  (ilas\^'iAv,   \.S. 

\\'indsor.   .\.S. 

ICstev.'in.   Sask. 

Sunny  Brae,   .\,S. 

Weylnirn.   Sask. 

Cden  Kwen,  Sask. 

(trabiini.   Sask. 

(lark  I'ity.   One. 

l.ant;il,in.   .\.    Dakota. 

Blaek  ('a|K-.    One. 


The  openms  of  the  present  I'ail  tem  titids  the  followiuj;  stu.leiits   registered  with  us 

E.   McLeod.   Kamloops,   H.C.      Hi,  home  is  L'.:ilMj  miles  from   here.     Susanna  Irvine 

Forget,  Sask,       Her  home  is   1,:5(H1  miles  awav.      Charles  Arias.   Panama.       He  travelled 

4,m)  miles  to  reach  our  school.     Vincent  I'erez.  Costa  Rict..  Central  America,  4  000   miles 

away. 

We  have  also  with  us  :  Miss  Hennett,  .laniaica.  H.Wl.;  Hjanche  Kaiser,  Macedon 
N.\  ;  Gertrude  IKnderson,  Minol,  \.  Oaktita;  Mrs  IV  1'.  C.un  Munro,  St.  Ceorge  C.renada' 
H.W.Indies:  Albert   S.  Crant,    Hloomlield.    N.I. 

Thus  we  Inid  evidence  that  the  go..d  work  of  former  terms  is  bearing  fruit  in  this 
It  may  be  taken  lor  granted  that  wiien  people  travel  from  l..-,00  to  4.(MM)  miles  to  come 
to  a  schofd.  they  do  so  with  full  conlideiice  in  that  school. 

The  reader  will  bear  in  mind  that  these  are  not  students  \,ho  left  their  homes  to 
make  a  home  ni  Toronto,  but  students  who  came  to  Tor.ml.,  for  the  direct  purpose  of 
gettmg  a  busuiess  education.  Looking  over  the  list  of  those  who  were  here  in  Februarv 
we  find  that  the  majority  of  them  returned  to  their  homes  after  taking  the  course  wiili 
us.  One  or  two  who  were  anxious  to  get  positions  were  placed  bv  us  in  Toronto  One 
or  two  more,  while  they  may  not  have  returned  to  the  e.xact  spot  from  which  thcv  came 
practically  returned  to  the  same  part  of  the  continent.  That  thev  have  ci.rried  with 
them  a  good  opmion  of  the  school  is  <|uite  exident,  and  we  feel  accordinglv  grateful. 
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Student*  from  a  '3>Utaiic« 


Taken  fn-ini  a  pho- 
iDjiraphic  group  of 
students  from  outside 

Ontiiri'j. 
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^ttlscellaneous 


'^Mltloiutt  'Information 

!•:  arc  always  pUased  to  ans«ir  any  questions  that  intemlinK 
stii.lints  may  ask.  Naturally,  a  catalosue  is  vxfwvtvd  to  last  for 
a  year  or  two.  Shouhl  you  desire  anv  of  the  figures  that  we  have 
quoted  m  this  catalogue  brought  down  to  date,  we  will  be  pleased 
to  provide  I  hem  for  you. 

'3>t«clfllnt. 

We  expect  the  same  well  ordered  conduct  from  our  students 
that  would  be  expected  from  any  employee  in  anv  well  con.lucted 
busmess  ollice.  I'ayment  of  a  tuitioi  fee  entitles  a  student  to  a 
chance  to  get  his  work  up  a  ■  to  behave  himself.  There  is 
nothiUK.  either  implied  or  asscrte.l,  in  anv  of  our  contracts  which 
gives  a  student  the  right  to  do  as  he  pleases.  Objectionable 
characters  are  promptly  expelled  from  the  school.  This  is  not  a 
last  resort  school.  Hoys  who  are  a  nuisance  at  home  or  at  other 
sch<K.ls  are  very  likely  to  be  the  same  here.  We  do  not  want 
them. 

Tlefund  of  7«e«. 

A  student  who  registers  for  a  term  in  this  sch<K,l  enters  into  a  contract  our  oart  of 
which  IS  to  furnish  him  with  tuition  as  described  herein,  while  his  part  is  to  attend  rLgu 
lurh,  to  behave  himself  while  here,  and  to  pay  his  tuition  fee.  If  we  fail  to  do  our  part 
we  refund  fees,  but  not  until  then,  except  in  cases  of  prolonged  illness  or  death  If  for  anv 
reason  a  student  has  to  leave  before  his  time  is  expired  we  give  him  a  credi  note  and  "is 
he  may  transfer  to  any  person  not  already  a  student  of  the  school. 

1Co«t  dm«. 

Time  lost  through  sickness,  if  promptly  accounted  for  and  reported  at  the  office  is 
always  allowed  to  the  student.  Legal  holidays  occurring  during  the  students  term  are 
not  charged  against  his  time. 

(Toming  ic  tk*  (Tit;. 

Students  who  desire  it  will  be  met  at  the  station  bv  the  school  officer.  \U  we  need 
IS  notice,  a  day  or  two  before,  as  to  what  train  we  are  to  meet 

o  the  station  they  will  find  a  street  car  which  will  carry  them  direct,  without  transferring 
tZ:     Brin  ':  ^--^^S'-'  -r  and  ask  the  conductor  to  let  you  ofT  a.  Gerrard 

Stree  .     Bnng  your  baggage  check  with  you,  and  when  we  have  arranged  for  vour  board- 
ing place  your  checks  can  be  handed  to  a  transfer  man. 

^doardlng  "Plac**. 

We  always  keep  a  list  of  desirable  places,  and  consider  it  no  trouble  to  select  a  suitable 
home  for  you.  '  """"'= 

Whtn  to  Scgln. 

Instruction  in  all  departments  is  largely  individual,  so  that  students  mav  enroll  at  anv 
Tentry  '"''       °"'  '^''^"'  ''"'°"'"  '"'"""""      ^""^  '"■"  ""'  date  from  your  day 

School  ^crm. 
School  is  open  for  five  daysa  week  during  the  school  vear,  from  Sept.  1st  to  Aue  3lst 

legal  holidays  of  the  year.     Our  school  hours  are  from  9..-?0  to  12  (K),  and  fro.n  I  30  to  4  00 
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(Central  ^uaiiu**  ColUa*  "KocktT  Ceam.  '.906-7 

Senior  Champions.  N'orthtrii  City  League 


We  Ik  lievc  thai  a  (air 
ainuant  tif  outdoor  sport 
IS  essential  to  the  ht?alth 
and    best    effort   ot    our 
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'3n  (Toncluslon 

../  .  ./«,/.„/  ,/„„„„,  „^„„  „  „,,„„, ,,   ,  ,,, ,__^^       ^^,  ^^^^^  ^^^^^  ^^^^^^^  ^^^^ 

on.  /..  .,„.n.,  our  «■/„„.,  ^,„ ,  ,,,      ,,^  ,.^,„,   ,„.  ,^,,  ,  .  ,  ^^^^,__^    _^^  _^  ^^^^^^^^  ^^^^^ 

''"' ""'"  ""  """  "«"      '^'"*"  '"•••  -■  '"'■'  '•'  '/'  ^ O'-t  n„„  r.  ,/., 

"" ' """" "" -  ^■"""•■' " "  >"■"'«  •<■*'■'"  -"-'.  .v.//,  /,  .,.,«;/„.,/.,:. 

O.«,vo    „„,/,,   .,.„,/.,,,„,  ,,,„„,«,   .„„/  /,.„/.«^.     „„y.,„     ,„  ^_,, 
'»  ulM,,r,,  ,l,Mrl»u,U  „/  //„■  a„,t  ,/„  ,    ,„„,   ,^„„„   ,„  ^.,^^^,^ 

/«  ,A.,««  ,/,„  ;.,   ,.„,  .^,„„,  „„  ,^,„^  ,„  ,,,_,^^   ^^^   _^^^      ^   ^_^^_^^^^^^^       _^  ^ 
'■/'""'  '"  ''-.   -  s,ron,  s,an  „/  /....A,..       „  ,   ,„.,,   ^,.„   ,„,„  ,,_,,^  ^^^_^^^^       ^^^^^ 

<UU,,Uon  u.  ,.„,.  ,.„,,.„.,      „,   .,.,    «,..„  M.  „.  u,.,  ,.....,,  ,„,„.     ,.,  ,„,.,„„  .,„, 

'"'  "'  '""•'"■"■     "■'■  ''"'"'  "■  ^'■-    ^ ■'  •"••'  '-'./  ..-..   01  .,u.ly.       „  .    „,,. 

P>o.Uu..l  On   „„/.„/„,/.  ,„  „„     ,,,;.,  ,,  „„,    ,„.,,^..„,,„,  ,„^,„„„,.-^,„.  ^_,,__^  ^,^. 

V«WVv  ,.«,  ../,„A.,..  ^,«,.,/,„  u.,.,  /,/,„,,  ,,  „„„„,  ^,„,  „  ,,„,„^,       ,,_  ^^_^.^   ^^^^^   ^^ 

""  ^'""  '"  ""   '•'""'■'••■    ■"'" ''■"""-'"  ''-  '-„  /„,  ,„  „  ,„,„   „,^„„„„   .  „, 

i/<   f>n<„/.  ' 

"  "'  """"'"  '    """"•  "'  """  """•'""^    ■:>'''■"'    a,   ././  />/„. ,  ,l,.„  /.  „.„„„„ 

u>,l,  th.    man  uho  „„.,/  ,;,,  M««....,  ,„/,.,,,,        .,    ,,„„,^  ,„^,_,  ,.^,^,^  ^^  _,^^_ 

-.■..»,»,  /„.  /,;.    ,,„*.  ,,   .„  ,,„t,.    ,;,„,,,  _,,,_._,, ^^^^,  ^^^^^    _^^^^^^^^   _^  -^^ 
/.-,. wW.   ,„ion,uU,o„  ,    „c,n,„„  f,„-  scU.u.t  „„,/,,  a.nsuUraUo,,       If,  /,, 
/-  /■■.-   Jro,n  tlu   clou.f  an,l  „„„     cnt.cai  ,„:..„,„„„„  ,./  ,„„.  .,,„„/    . 
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